STATE OF CALIFORNIA Command: Division:@‘aﬁ%ﬁ of

DEPARTNV#=NT OF SALIFORNIA HIGHWAY PATROL Yuba-Sutter

COMMAND INSPECTION PROGRAM Inspected by: Date: / /
EXCEPTIONS DOCUMENT Canalia, Dan, #14768 [2/30(08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action pians, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level B] Command Level [ Appeal Included
[ Executive Office Level [] Attachments Included

Follow-up Required: Forward to:

[ Yes No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:
None.

[Inspector's Findings:
No discrepancies noted.

CHP 880A (Rev 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 2

Command: Division: Valley Chepter: 4
Yuba-Sutter
Inspected by: Date:

Canalia, Dan, #14768

| Commander's Response:

None.

Unspector’s Comments:

None.

equire’d Action

Corrective Action Plan/Timeline

N/A

CHP 680A (Rev. 09-08) OP1010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command- —= -Valle p— 4

COMMAND INSPECTION PROGRAM Sbeautter | MY A SHieE

EXCEPTIONS DOCUMENT inspected by: Date:
Canalia, Dan, #14768

Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection). '

Commander's Basis for Appeal:
N/A

EAppeal Review/Decision: (This shall be the only level of appeal).

N/A
Lead Inspector's Signature: a‘/h_ Date:
D ‘ 3[s]o9
Responding Commander's Signature (for appeal): Date:

CHP 680A {(Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 10f3
Command: Division: Valley Number: 201
285
Ev%lated by: ' Date:
Anviaved D, P72 12/30/08
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall b
discrepancies and/or deficiencies shall be documented on an Exception

e commented on via the "Remarks” section. Additionally, such
s Document and addressed to the next level of command.

Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,

the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level Command Level

[[] Office of Inspections [J Voluntary Self-Inspection

Lead Inspector's Signature:

Sgt. D. Canalia, #14768

D e e

Follow-up Required:

[]Yes X No

[J Follow-Up Inspection

Commander's Signature: Date:

RS 2 (o7

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.

VoY

1. Is management actively involved in reviewing and
approving paperwork related to receiving and CdYes | CINo [ [X] Remarks:
preparing collections? N/A
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines Clyes | [INo N/A || Remarks:
for overall management and accountability of
receiving and preparing collections?
3. Does the command have adequate separation of
duties for collections received? [JYes | [1No N/A | Remarks:
4. Does the command have adequate separation of
duties for the cash receipt process? [Jyes | [INo N/A | Remarks:
5. s access to the safe and/or vault appropriately B arkeesBafveach IS Ehanse
restricted? X Yes | [INo |CIN/A | S0 . y g
6. Does a record exists which identifies who has access )
goc(t:r:ﬁ?safe and/or vault and when changes in access | [1Yes | X No | []N/A I\RAZ;”:;;fzhzgg'a%igfg and Office
7. Was the lock combination changed when an excess
number of employees were aware of the [TYes | [ONo |[XN/A | Remarks:
combination, transferred out of the Area, or no longer
reguires access?
8. s the safe securely anchored to the building?
D Yes D No N/A Remarks:
9. Are weekly transmittal reports prepared in )
accordance with departmental policy? B Yes | [INo |[INA Remarks: Weekly.
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days Yes | [(JNo |[[INA 5:;‘32;5/;1%’&5:33‘16'“5 .
following the week covered by the report? =

CHF 680G (Rev. 039-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 38, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

7 Remarks: Absence Reports (STD
Yes | (ONo |[INA 634)

Civil Subpoena

(6) Civil subpoena.
12. |Is 2 memorandum for cash shortages prepared if

necessary? Yes | [INo | [JN/A | Remarks:
13. Does the command ensure the information written on

the counter receipt is complete and legible? R Yes | [INo | [JN/A | Remarks:
14. Was a counter receipt issued for each witness fee

deposit received? X Yes | [INo | [JN/A | Remarks:
15. Was a counter receipt issued for each movie,

wide-load, and special event detail(s)? MXlYes | [ONo [[INA RO
16. Was each counter receipt issued for each sale,

including the sale of discarded tires, junk batteries, M Yes | [INo |LINA Remarks:

used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?

Remarks: DVDs/Photos

M Yes | [INo |[IN/A

Remarks: Sequential per book
KRyes | [ONo |[CINA (CHP 251)

19. Were transfers of counter receipt books/certificates ' )
between field commands reported on a CHP 266A, [(JYes | [No [y § memars: Fedaiclneiaction.

Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? [1Yes | []No N/A || Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | ] Yes | [JNo | [JN/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. Is the CHP 264 properly authorized?

18. Are all counter receipts pre-numbered and issued in
numerical sequence?

&Yes ] No ] N/A Remarks:

23. Does the total amount of cash, receipts on hand, and

receipts in transit equal the total of petty cash and Yes | [JNo | [JN/A | Remarks:
change funds?
24. Is there documentation to support periodic reviews of )
petty cash and change funds performed by the M yYes | [ONo |[INA (RC‘?F?;"GS;)%“V Cash Reimbursement

commander or designated person?

25. Are overages and shortages of the petty cash '
funds reported to Fiscal Management Section? X Yes | [[IJNo |[INA IREirAnsS

CHP 680G (Rev. 09-08) OP1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? []Yes No | [JN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest K Yes | [INo |LINA Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507
m Yes D No [ N/A Remarks:
29. s petty cash used to purchase prohibited items?
D Yes No D N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [ Yes No | [IN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? Yes | [JNo | [JN/A | Remarks:

CHP 680G (Rev. 09-08) OP1010




STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL |Woodt I%nbd ‘ Valley g =
COMMAND INSPECTION PROGRAM B I ae
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check apprapriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the .document
shall be routed to and its due date. This document shall be wiilized to document innovative practices, suggestions for statewide '
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [ Corrective Action Plan Included
[J Division Level [X] Command Level [J Appeal Included
[ Executive Office Level [J Attachments Included

Forward to: Commander's Signature:
Valley Division _

Follow-up Required:

[ Yes X No

Due Date: 12/31/0&__

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

| Inspector's Findings:

In response to a Comm-Net Message dated September 22, 2008, the North Sacramento Area
conducted a comprehensive evaluation of the Command’s fiscal controls to ensure compliance with
departmental policy. No discrepancies were noted.

The following documents were completed as part of this inspection:

* Exceptions Document
* Fiscal Controls Inspection Document

CHP 680A (Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND !INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:
Woodiand Valley 4
Inspected by: Date:

D. R. Iketani 1/29/09

| Commander's Response:

| Inspector's Comments:

Corrective Action Plan/Timeline

N/A

CHP B80A (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Commander’s Basis for Appeal:

Command: Division: Chapter:
Woodland Valley 4
Inspected by: Date:

D. R. Iketani 1/29/09

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

N/A

MN\nll A

Lead Inspector's Signature: l ' < I &Q:D Date:
1/29/09
Responding Commander's Signature (for appeal):; Date:

CHP 680A (Rev. 09-08) OP1010
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STATE OF CALFORMIA

DEPARTRWEMNT OF CALIFORNIA HIGHWAY PETRAL = - FE 1T i \ =
IRSPECTION PROGRAR Soand 301 Wl oo 1M
Chpier 4 ST : , :
Fiscal Cortirals V\\Wﬁ\ﬁ Cnyico

DAl ednn, | "/9 a |05

INSTRUCTIOMS: Answer individia’ ibemns with “Yes™ or “Ne™ answers, or 8 in the bianks as indicated. Any dscrepansiss with pKEny,
appécable kegat sitees, or defictancies noted in the swspeciions shak be commented on iz the “Remarks™ secion. Additionaly, sush
discrepancies andhe defisiencias shall be doeirmenbest on an Exneptions Docenent and addressed o the next isvel of sommand.
Furthermore, the mamorandun shak inchebe any fokow-up and/or comeciive acfion]s) taken. I ks form is used as a Follow-yp inspaction,
the “Follme-up Inspecdion” bae shall ke marked and only defzient ikms need o be re-inspassad.

THAE B IO Lead Inspeczrs Sl_;n\ml:ure: )
K Command Lewal mI\LQLLL Cg&:\ffv‘d\—)

[[] Diwision Lesel

[] Office of Inspackinns [ valentary Sel-Inspasiian
" Follow-up Reguired: - ToE
[ ]Yes [ ] e 0] Fﬂ"m—L-H.J tn'spa::nnn o /L‘i /OC)’

fFor applicabls policies, referto State Administrative
Manual (SAhd}, HPR 11,1, Cheapter 4, and HPW 11.2,
Chapter 2.

1. Is management actively invoiued in reviewing and
approving paperwor: relstad to recahing and Hvas | Oan | O M
prepanng cellecions?

REmarnks

p

Droes e command have Standand Operaiing
Proseduras (S0P b prosvids nassssary guidelnes W ves | Mo | [] M ReBAMATHA
Tor averall management and accourntabiliy of
raseiving and preparing collecfions?
3. Daes ithe command have adequate separaiion of

dufies for enllectinns recsived? X ¥es | [nn | [ M EEEmE=
4, Dwoes ihe commang have adequats separafiion of
dufies for fhe cash receint process? Rovas | [Ino § [ Kia, | Pemams

5. s acoess 1o the sate andior vault appropeiabziy )
resyricted? [J¥es | [Jno | P wie, | Remans

§. Dwes a recard exists which idenifies whe has acesss _
i the safe andior vauli and wiien changes in aceess | [ Yes | [ Mo E\Hiﬁ S
Jolotall ofd

¥, Wias the ook combination changed wihen an excess
number af empleyees were aware of the ves | TlHe | XN FREmATE
combingian, fransfemed oul of the frea, or o lenger
requirss Sceass’?

g. Is the safe secursby anchorad 1o the bulding?
[I¥es | [Ino | DAmes | Remams

8 Are weeskly tramsmittal repons prepared in
acoordance with departmentsl polizy? ﬁ ="
0. Is the weekly ttansmittal reporifs} submitted o Fiszal
Management Sestion (FMS) within five working days ves | g | [ | Remaks
fellowing the weaek coverad by ihe report?

[Jfa | [ Mg | Remaks

CH ¥ IR Hawe DS-GE TU O/




: Page 2ot 3

STAIE OF CALIFORNIA
SERARTMENT OF CALIFORNIA HIGHWAY PRFROL

NSPECTION PROGRAM

Chapter 4
Fizcal Conirols

11, Daes the command submit the faliowing oms
with the weekly transmittal when Bpplicable? yg wvas | o | O WA Remams:
{1y CHP 285, Sak of Discarded Tires!dunk
Hatteries/Used Rotors.
{2y CHPF 38. Evidencea/Pmperty Receipt/Report
{Unclaimed Property}.
{3y STD 634, Absence and Additional Time Waorked
Repaort. for jury duty.
{4y CHP 221, Malicicus Damage Repoct
£5y CHP 484, Trafiic Control Cost Estimate —
Advance Deposit.
{} Civil sufbpoena.

12 s 8 memarandum for cash shortages prepanad if

necessary? vas | [Ino | [ WM Remarts.
44, Daes the command ensure the information waith=n on

fhe counter raceipt is complste and iagitsle? X wes | [Ino | O WA ResmaIKs:
14, Was a counter recsipt issued for each wimass fee

deposit received? 54 Yes | 1Mo ] MiA FREFTIAMS
15, Was a counter receipt issuer for eash mevie,

wide-load, amd special event detail(s)? Hoves | o | [T M Restams:
16, Was each counier receipt issued for 2ach sale,

including the sale of discared fires, junk hatterias, [¥es | XMo | O3 WA Regnarnks

used rotors, and other eash eeeived?

17 Is sales tax added fo items that ara nat far resale? .
[ e | [Ino | []mm | Rememe

18, Are all coumter raceipts pre-nummbered and ssued in

numerical sequence? ST ves | Cno | Tl WA Remarks

40, Were transiers of counter repeipt booksicerificates _ i
batween fiskd commands repored on 2 CHP 2664, [ ¥es | Ciko | K] MA Remamks:
Oredit Memo - por- Equipment? :

S0 is e STD 438, Disbursement Voucher, propedy : )
uthatized and complated to support expendilse? M Yes | [No | 2K ResmAME:

5. Are lhe CHP 264, Petty Cash Repienishment

Requests, completed at least monthly if ovar sinon, | B ves | e | ClNA RREmans

quarterly if under $10.00, and on June 31 of sach : '
fiscal year?

»9 s the GHP 264 properly authorized? ‘
Xyes | Mo | [ WA Remarks-

59, Does the total amouant of Cash, rece\pts on hand, and

rcaipts in fransit equal the fotal of petly cesh and X wes | CIMs [ e | Remans
change funds?

54 15 fhere documentation to sippat peniodic revipws of | ) . O
petiy cesh and change furds parformed by e O ves | Mo | DINA REmaKE (MY
rommeander or designated parsor? DI(\\Q 3(\(\6 Alg

55 Are overages and shartages of the petly cash ) :
funds repariad o Fiscal Management Secfion? M ves | Tinin | [ 1A Femanz:

ot [ BADES Ly DR CN DR



STATE OF CALEFDRNIA
CEPARTRVENT OF CALIFORMIA HIGHWAY PATROL

INSPECTIOK PROGRAM

Chepter4
Fizcal Comniroks

Papge

3of3

28. Were champe funds used to sash ehecks, money

erdars or oashierravelers checks? [Jves | Rnio | [ | Remans
7. Are chenge funds over $100 and petly cash funds '
ewer $200 kept in & safe, vault, or money chest [Jves | [N )z Wi, | REmERs
adeouste 1o safenusrd cash?
28. An= all patiy cesh purchases under 507
i . = ™ ves | [Ine | O] mp | Remaks
208_ Is petly cash sed i punchase paohibited hams? o
[]¥es Rmno | [ B2 Remams
30. Dad the command ciroumvent ine dofier fimitation by
splitfing the purchase? [Jvas | Hnip | [ nia | Remans
21 Is 8 pelty cash eustadian designated by the
commander? M ves | [Ine | [ nise | REmAME
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STATE OF CALIFORNIA Command: Division: 7 n.-giﬁaiﬁ'qé_r-::- Shapter 4,
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Truckee Valley ' sca!fc.i “"d{:
COMMAND INSPECTION PROGRAM Inspected by: P DalE
EXCEPTIONS DOCUMENT Sergeant Steve Bryan, #10527 | 12/03/2008

boxes as necessary, or fill in the blanks as indicated. Enter the chapter
» enter the next level of command where the document

es, suggestions for statewide

A CHP 51 Memorandum may be used if

INSTRUCTIONS: This document shall be typed. Check appropriate
number of the inspection in the Chapter inspection number. Under "Forward to:
shall be routed to and its due date. This document shall be utilized to document innovative practic
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings.

additional space is required.

TYPE OF INSPECTION Corrective Action Plan Included
[C] Division Level [X] Command Level [] Appeal Included

[0 Executive Office Level [] Attachments Included

Forward to: Commander’s Signature:

Follow-up Required:

X Yes [JNo

<

Due Date:

Inspector's Comments Regarding Innovative Practices:

N/A

[ Command Suggestions for Statewide Improvement: ]
N/A

[ Inspector's Findings: _

ltem #2: The Areas SOP is currently undergoing revision to include guidelines for overall management
and accountability of receiving and preparing collections.

ltem #21: The Petty Cash replenishments requests are being done on a semi-annual bases.

ltem #31: Update memo to include OSS! as petty cash custodian.

CHP 680A (Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Command: Division: C_hapter: Chapter 4,
EXCEPTIONS DOCUMENT Truckee Valley Fiscal Controls

Inspected by: Date:

Sergeant Steve Bryan, #10527 | 12/03/2008

Page 2

[ Commander’s Response: |

The OSSI will request petty cash replenishments on a quarterly bases. The OSSI will also utilize the
areas suspense system to ensure the quarterly requirements are being met.

[ Inspector's Comments: |

equired Action ; _

Corrective Action Plan/Timeline

The Administrative Sergeant will follow-up in the first quarter of 2009 to ensure policy is being followed.

No further action necessary.

CHP 6B80A {Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND 'NSPECTION PROGRAM Command: Division: Chapter: Chapter 4,

EXCEPTIONS DOCUMENT Truckee Valley Fiscal Controls
Inspected by: Date:

Page3 ' Seprgean):c Steve Bryan, #10527 | 12/03/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:

Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number: Chapter 4,

INSPECT'ON PROGRAM Truckee Valle Fiscal Controls

Chapter 4 Evaluated by: Date:

Fiscal Controls ' Sergeant Steve Bryan, #10527 | 12/03/2008
Assisted by: Date:

OSS| Terri Fisher, #A1 2351 12/03/2008

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memarandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Foilow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:

TYPE OF INSPECTION
¢ ]

[] Division Level Command Level i,/'J : o 7
) A PN
[ Office of Inspections Voluntary Self-Inspection S - j / 7’
Follow-up Required: - Commanddr's Signature: 7 Date:
< Yes No Follow-Up Inspection ; /g _
= U [ALLy 6{4-«*’-—’ /- f“df/
For applicable policies, refer to State Administrative W ’
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.

1. Is management actively involved in reviewing and
approving paperwork related to receiving and Kyes | CINo O N/A Remarks:

reparing collections?

2. Does the command have Standard Operating )
Procedures (SOP) to provide necessary guidelines [ Yes No | CIN/A E‘:c'i‘;?r‘fi‘f?eev?;ﬁftfﬁzlf d:“"e“t'y
for overall management and accountability of guideﬁnesg
receiving and preparing collections?

3. Does the command have adequate separation of
duties for collections received? ves | [JNo | [INIA | Remate

4 Does the command have adequate separation of
duties for the cash receipt process? ves | [INo | C1NA Rematks:

5. Isaccess to the safe and/or vault appropriately romarks: The Area has no safe
restricted? [JYes | CINo N/A | Goh box only. '

6. Does a record exists which identifies who has access _
to the safe and/or vault and when changes in access [Jyes | CINo N/A | Remarks:

occur?
7. Was the lock combination changed when an excess _
number of employees were aware of the [Yes | [(ONo | XINA Remarks:

combination, transferred out of the Area, or no longer

requires access?
8. |s the safe securely anchored to the building?

D Yes D No Xl N/A Remarks:

9. Are weekly transmittal reports prepared in

sccordance with departmental policy? KYes | [INo |LINA Remarks: Reviewed by the

Commander

10. Is the weekly transmittal report(s) submitted to Fiscal .
Management Section (FMS) within five working days | B Yes [JNo | ONA Remarks:

following the week covered by the report?

CHP 680G (Rev 09-08) OPI010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 2 of 3

11 Does the command submit the following forms i
with the weekly transmittal when applicable? XYes | ONo | CINA Remarks:

(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

12. Is a memorandum for cash shortages prepared if
necessary? ves | [INo | [ON/A | Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and legible? ves | [INo | CIN/A Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? ves | [ONo | CINA Remarks:

15 Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes | [1No 1 N/A Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, ves | [ONo | CINA Remarks:
used rotors, and other cash received?

17 s sales tax added to items that are not for resale?

Yes D No D N/A Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence? ves | [INo | CIN/A Remarks:

19 Were transfers of counter receipt books/certificates
petween field commands reported on a CHP 266A, [JYes | [ONo N/A | Remarks:

Credit Memo - Non- Equipment?

50. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? [Yes | [ClNo N/A | Remarks:

21. Are the CHP 264, Petty Cash Replenishment Oy 3N s romaris: Petty cash Replenishments
Requests, completed at least monthly if over $10.00, es 0 e .
quarterly if under $10.00, and on June 30 of each ﬁ;ii?mg fone OSSR S
fiscal year? ]

22. |s the CHP 264 properly authorized?

Yes D No D N/A Remarks: B

23. Does the total amount of cash, receipts on hand, and )
receipts in transit equal the total of petty cash and ves | [ONo | TJNA Remarks: Quarterly audits completed.
change funds? N

54 s there documentation to support periodic reviews of
petty cash and change funds performed by the Yes | [INo | [N/ | Remars
commander or designated person?

25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? [dYes | [INo N/A | Remarks: No overages or shortages.

CHP 680G (Rev 09-08) OPI1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 3of3

26. Were change funds used to cash checks, money

orders or cashier/travelers checks? []Yes No | [ N/A | Remarks:
27. Are change funds over $100 and petty cash funds ]
over $200 kept in a safe, vauit, or money chest X Yes | CINo |0 N/A Remarks: Cash box.
adequate to safeguard cash?
28. Are all petty cash purchases under $50?
& Yes D No D N/A Remarks:
29. Is petty cash used to purchase prohibited items? ]
D Yes & No D N/A Remarks:
30. Did the command circumvent the doltar limitation by .
splitting the purchase? [ Yes No | []N/A | Remarks:
31. ::So ?n %eatltwyd:?;h custodian designated by the Oves | ®No | CINA Remarks: Update to include 0SS!

and prepare a memo.
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Command: Division: Igglptey
4

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Tracy Valley -
\ Inspected by: ate:
(E:)? (IgnErlgfl'll\l(?ng ?)%ECCUT“I/IOE'I‘I\]?ROG RAM SeF;geant >I13at White, #11326 11/20/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level Command Level [] Appeal Included
[ Executive Office Level [ Attachments Included

Forward to: Commander's Signature: Date:

Valley Division

Follow-up Required:
11/24/08

] Yes No

Due Date: 12/31/08__

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None.

[ Command Suggestions for Statewide Improvement: |

None.

| Inspector’s Findings:

In response to a Comm-Net Message dated September 22, 2008, the Tracy Area conducted a
comprehensive evaluation of the Command’s fiscal controls to ensure compliance with departmental

policy. No discrepancies were noted.

The following documents were completed as part of this inspection:

* Exceptions Document
 Fiscal Controls Inspection Document
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:
Tracy Valley 4

inspected by: Date:
Sergeant Pat White, #11326 11/20/08

[ Commander's Response:

[ Inspector's Comments:

e uired Action

Corrective Action Plan/Timeline

N/A

CHP 880A (Rev 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Appeal Process: “(Appeals shall be filed within five (5) business days of the completed chapter inspection). .~~~ -

Commander’s Basis for Appeal:

Command: Division: Chapter:
Tracy Division 4

Inspected by: Date:
Sergeant Pat White, #11326 11/20/08

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

N/A

A _[n
Lead Inspector's Signaturer” /24/ [ ~ / Date:
%7 = I 11/24/08
Date:

Responding Commander's‘Sig;l'atﬁe ((fﬁljjéﬁpe&n‘
/
{ /
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Command: Division: Number: LI

TRACY VALLEY
Evaluated by: Date”

Sgt Pat White 11/20/2008
Assisled by: Date:

Karen Williamson 11202008

INSTRUCTIONS: Answer individual items with "Yes” or ‘No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

. Lead Inspector's Signature:
Division Level C d Level
UJ X Command Leve &l’\‘\’\t ﬁTL #1122
[] Office of Inspections | Voluntary Self-Inspection
FO”OW-Up Required: Commander’s Signature: Date:
[] Yes X No [] Follow-Up Inspection 11724/08
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.
1. Is management actively involved in reviewing and .
approving paperwork related to receiving and K Yes | [ONo |[JN/A | Remarks:

preparing collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines [JYes | XINo |[JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?

3. Does the command have adequate separation of

duties for collections received? X Yes [INo (] N/a | Remarks:
4. Does the command have adequate separation of

duties for the cash receipt process? [JYes | [TNo | A N/A | Remarks:
5. Is access to the safe and/or vault appropriately

restricted? X Yes | [INo |[JN/A | Remarks:

6. Does a record exists which identifies who has access _
to the safe and/or vault and when changes in access | [JYes | X No ] N/A | Remarks:

occur?

7. Was the lock combination changed when an excess
number of employees were aware of the [(IYes | [JNo X N/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?

8. Is the safe securely anchored to the building?

D Yes D No @ N/A Remarks:Locked metal box, no safe.

9.  Are weekly transmittal reports prepared in
accordance with departmental policy? | XYes | [INo |[JN/A
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days I Xl Yes | [JNo |[[JN/A | Remarks:
following the week covered by the report?

Remarks:

CHP 680G (Rev 09-08) OP! 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page

20of 3

11. Does the command submit the foliowing forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 38, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

X Yes

[JNo

D N/A Remarks:

12. Is a memorandum for cash shortages prepared if
necessary?

Yes

[JNo

D N/A Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and legible?

X Yes

[T No

D N/A Remarks:

14. Was a counter receipt issued for each withess fee
deposit received?

Yes

[[INo

D N/A Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)?

X Yes

[ No

D N/A Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes

[CINo

D N/A Remarks:

17. Is sales tax added to items that are not for resale?

[T Yes

X No

D N/A Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence?

X Yes

[1No

D N/A Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A,
Credit Memo - Non- Equipment?

. Yes

(1 No

N/A Remarks:

20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure?

{ 7vYes

[] No

N/A Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal year?

X Yes

(J No

D N/A Remarks:

22. |s the CHP 264 properly authorized?

X Yes

[ No

D N/A Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
change funds?

X Yes

[ No

D N/A Remarks:

24. |s there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

Yes

[ No

D N/A Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section?

X Yes

[]No

D N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page
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[ 26. Were change funds used to cash checks, money
orders or cashier/travelers checks?

[] Yes

X No

CIN/A

Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cagh?

X Yes

[ No

I N/A

Remarks:

28. Are all petty cash purchases under $507

X Yes

[INo

L1 N/A

Remarks:

29. Is petty cash used to purchase prohibited items?

[ Yes

X No

[ N/A

Remarks:

30. Did the command circumvent the doliar limitation by
splitting the purchase?

[ Yes

X No

L] N/A

Remarks:

31. Is a petty cash custodian designated by the
commander?

| X Yes

[ No

[ N/A

Remarks:

CHP 680G (Rev 09-08) OP! 010
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STATE OF CALIFORNIA Command: Bivision: | cnap_gr‘iﬂ
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Stockton Valley %7447 i !

: Inspected by: ate:
COMMAND INSPECTION PROGRAM Lieutenant Larry Chambers, #1 1961 2/1/09

EXCEPTIONS DOCUMENT

& boxes as necessary, or fill in the blanks as indicated. Enter the chapter
"Eorward to:" enter the next level of command where the document

es, suggestions for statewide

A CHP 51 Memorandum may be used if

INSTRUCTIONS: This document shall be typed. Check appropriat
number of the inspection in the Chapter Inspection number. Under
shall be routed to and its due date. This document shall be utilized to document innovative practic

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings.
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[[] Executive Office Level [] Attachments Included
. o Forward to: Commander's Signature: Date:
Follow-up Required: Valley Division
3/10/08

[ Yes B No Due Date: 12/31/08__

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement;

None.

[ Inspector's Findings:

In response to a Comm-Net Message dated September 22, 2008, the Stockton Area conducted a
comprehensive evaluation of the Command’s fiscal controls to ensure compliance with departmental

policy. No discrepancies were noted.

The following documents were completed as part of this inspection:

« Exceptions Document
+ Fiscal Controls Inspection Document

CHP 680A (Rev. 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter:
EXCEPTIONS DOCUMENT i o ;

Inspected by: Date:

Lieutenant Larry Chambers, #11 961 2/1/09

Page 2

| Commander’s Response: |

[ Inspector's Comments: |

equired Action

Corrective Action Plan/Timeline

N/A

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMAND INSPECTION PROGRAM

EXCEPT'ONS DOCUMENT Command: Division: Chapter:
Stockton Division 4
Inspected by: Date:
Lieutenant Larry Chambers, #1196 2/1/09

Page 3

Appeal Process: (Appeals shall be filed within five'(5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

N/A

Lead V8 : / D

ead Inspector's Signat rek/ w7 ate:
Vi Mﬁ%ﬂfﬁ L 3/10/09

Responding Commander€ Sigrature(for appeal): Date:
a
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STATE OF CALIFORNIA i . i
]

DEPARTMENT OF GALIFORNIA HIGHWAY PATROL e Division: Number- @
INSPECTION PROGRAM Stockton 265 | VAL EY
Chapter 4 Evalualed by: Dale:
Fiscal Controls Lt. Tim Port 12/24/2008
Assisted by: Dale:
Lita Rodriguez

INSTRUCTIONS: Answer individual items with "Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action{s) taken. ! this form is used as a Foiiow-up inspeciion,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

[] Division Level Command Level
(] Office of Inspections [] Voluntary Self-Inspection iﬁ_f ;[% Z

FO”OW-Up Required: Commander's Signature; Date:
N\ [ Follow-Up Inspection ) 2
v W A~ | ot
[ o

¥
For applicable policies, refer to State Administrative /
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2) |

Chapter 2.
1. Is management actively involved in reviewing and .
approving paperwork related to receiving and X Yes | [ONo | [JN/A | Remarks:

preparing collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines X Yes | [ONo | [JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?

3. Does the command have adequate separation of

duties for collections received? K Yes | [ONo | [JN/A | Remarks:
4. Does the command have adequate separation of
duties for the cash receipt process? Yes | [[INo | []N/A | Remarks:
5. s access to the safe and/or vault appropriately .
restricted? - @ Yes D No D N/A Remarks: Area utilizes a cash box

6. Does a record exists which identifies who has access _
to the safe and/or vault and when changes in access Yes | [INo | [JN/A | Remarks:

occur?

7. Was the lock combination changed when an excess
number of employees were aware of the [dYes | [ONo |[XN/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?

8. Is the safe securely anchored to the building? Remarks: Cash box secured in
ema !
[1Yes | XINo |[JNA locked cabinet

9. Are weekly transmittal reports prepared in _
accordance with departmental policy? ‘X Yes | [ONo | [JN/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal .
Management Section (FMS) within five working days | X Yes | [JNo |[JN/A | Remarks:

following the week covered by the report?

CHP 680G (Rev. 09-08) OP! 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Contradls
’7 11. Does the command submit the following forms i
with the weekly transmittal when applicable? X Yes | [ONo |[JN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 38, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(6) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
12. Is a memorandum for cash shortages prepared if
necessary? K Yes | [JNo |[[JN/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? X Yes | [JNo |[IN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? [lYes | XINo |[JN/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? Yes | [INo |[]N/a | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, X Yes | [JNo |[JN/A | Remarks:
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
Yes D No D N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [ONo |[JN/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, Yes | [INo |[XIN/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? Yes | [INo | [IN/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | [X] Yes [INo | [IN/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. s the CHP 264 properly authorized?
Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and X Yes | [JNo |[JN/A | Remarks:
change funds?
24. Is there documentation to support periodic reviews of
petty cash and change funds performed by the X Yes | [JNo |[IN/A | Remarks:
commander or designated person?
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? D Yes | [JNo |[IN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Contrgisc
26. Were change funds used to cash checks, money )
orders or cashier/travelers checks? [] Yes No | [JN/A | Remarks:
27. Are change funds over $100 and petty cash funds ,
over $200 kept in a safe, vault, or money chest Yes [ [JNo |[[JN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $50? ‘
Yes | [INo | [JN/A | Remarks:
29. Is petty cash used to purchase prohibited items?
D Yes E No D N/A | Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [JYes | X No |[JN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? Xl Yes | [JNo [JN/A | Remarks:

CHP 680G (Rev, 09-08) OP} 010
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STATE OF CALIFORNIA Command: Divisigp: w/ j = ﬁ Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL South Sac Valley 4

( Inspected by: Date:
COMMAND INSPECTION PROGRAM Castomn AR Jones, #1718 12/3/08

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, of fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
PO 7
[] Division Level Command Level [] Appeal Included
[J Executive Office Level [ Attachments Included
. Forward to: ' Date:
Follow-up Required: Valley Division
12/3/08

[ Yes & No Due Date: 12/31/08__

‘Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

[ Inspector's Findings:

In response to a Comm-Net Message dated September 22,2008, the South Sacramento Area
conducted a comprehensive evaluation of the Command’s fiscal controls to ensure compliance with

departmental policy. No discrepancies were noted.
The following documents were completed as part of this inspection:

« Exceptions Document
« Fiscal Controls Inspection Document

\\(;HP 680A (Rev 08-08) OPI 010



STATE OF CALIFORNIA
CEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:
South Sac Valley 4
Inspected by: Date:
Captain A. R. Jones, #1 1718 12/3/08

[ Commander’s Response:

[Inspector’s Comments:

e uired Action

Corrective Action Plan/Timeline

N/A

CHP 680A (Rev, 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: Division: Chapter:
South Sac Division 4
Inspected by: Date:
Captain A. R. Jones, #1 1718 12/3/08

Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

ommander's Basis for Appeal:

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal). J

N/A

ead Inspector’s Signature: _ Date: I
) ' B et 12/3/08
esp lnc;ling Commander'’s Signature (for appeal); Date: l

CHP 680A (Rev. 09-08) OPI1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL T Brvicion o
INSPECTION PROGRAM South Sac Valley 252
Chapter 4 Evaluated by: Date:
Fiscal Controls Capt. A. R. Jones, #11718 12/3/08

Assisted by: Date:

OSSI A. Iglesias, #A11652 12/03/08

INSTRUCTIONS: Answer individual items with “Yes" or “No”" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature;
TYPE OF INSPECTION

] Division Level (] Command Level Q Z ( é

[] Office of Inspections X Voluntary Self-Inspection

Follow—up Required: . Commander's Sig re: Date:
] Yes D No | [ Follow-Up Inspection Q 2 %\(ﬂ /‘9//&/0 3
74

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and Yes | [INo |[JN/A | Remarks:
preparing collections?
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines Yes | [INo | []N/A | Remarks:
for overall management and accountability of
receiving and preparing collections?
3. Does the command have adequate separation of
duties for collections received? Yes | [JNo | [JN/A | Remarks:
4. Does the command have adequate separation of
duties for the cash receipt process? XYes | [[INo | []N/A | Remarks:
5. lIs access to the safe and/or vault appropriately
restricted? Yes | [JNo | [IN/A | Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | [] Yes
occur?

Remarks: Said memo has been
X No D N/A prepared and filed.

7. Was the lock combination changed when an excess
number of employees were aware of the X Yes | [INo |[JN/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?

8. Is the safe securely anchored to the building? .
D Yes No D N/A Remarks: Safe weighs over 520

pounds when empty.

9. Are weekly transmittal reports prepared in ‘
accordance with departmental policy? MK Yes | [ONo |[JN/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal .
Management Section (FMS) within five working days Yes | [JNo |[JN/A | Remarks.
following the week covered by the report?

CHP 680G (Rev_09-08) OP1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
11. Does the command submit the following forms
with the weekly transmittal when applicable? X Yes | [JNo |[JN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(8) Civil subpoena.
12. Is a memorandum for cash shortages prepared if
necessary? B Yes | [INo | [JN/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? X Yes | [ONo |[IN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? Yes | [INo |[JN/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes | [ONo | [IN/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, X Yes | [ONo |[JN/A | Remarks:
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
Yes D No D N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? Yes | [JNo |[JN/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, [(JvYes | [ONo |XIN/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes | [ONo | [JN/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | [ Yes | [INo | [JN/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. Is the CHP 264 properly authorized?
X’ Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and Yes | [ONo |[JN/A | Remarks:
change funds?
24. |Is there documentation to support periodic reviews of
petty cash and change funds performed by the X Yes | [INo |[JN/A | Remarks:
commander or designated person?
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? X Yes | [JNo | []N/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [(JYes | XINo |[JN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest K Yes | [INo |[JN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507
X Yes | [INo | [IN/A | Remarks:
29. Is petty cash used to purchase prohibited items?
ClYes | No | [JN/A | Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [(JYes | XINo | []N/A | Remarks:
31. Is a petty cash custodian designated by the
commander? X Yes | [ONo |[JN/A | Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL South Lake Tahoe | Valley ;m”

Inspected by: ate:
COMMAND INSPECTION PROGRAM Inspedied by: o —
EXCEPT]ON’S DOC UMENT 0SSl Carol Tudesko / OA Stacie Brooks

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [J Corrective Action Plan Included
(] Division Level [X] Command Level ] Appeal Included
[[J Executive Office Level ] Attachments Included
fa Forward to: Commander's Signature: Date:
Follow-up Required: a 12-30-2008

Valley Division

Oyes  [No Due Date: 1-30-2009 :7? 7’?

Chapter:inspection:

Inspector's Comments Regarding Innovative Practices:

No innovative of remarkable practices were found during this inspection. The Area follows established
practices and procedures as outlined in the applicable policies.

[ Command Suggestions for Statewide Improvement:

The Area had no suggestions for statewide improvement.

| Inspector's Findings:

The Area has been following established practices, policies and procedures as outlined in HPM 11.1,
Chapter 4 and HPM 11.2, Chapter 2, with few exceptions.

Although periodic reviews of petty cash and the change fund had been performed in the past, there was
no evidence a review had been preformed and documented recently. The Area is resolved to conduct
periodic reviews more frequently although no shortages or overages have occurred.

Due to a recent oversight a CHP 464, Traffic Control Estimate — Advance Deposit, was not attached to
the weekly transmittal. The CHP 464, was sent as soon as it became known.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

S CEPTIOMSPECTION PROGRAM [ e Tance | Ve T
EXCEPTIOI\\IS DOCUMENT Inspected by; Dale:
Page 2 gglglegaa?;rfm:?;: ! OA Stacie Brooks 5802008

| Commander's Response:

The identified deficiencies were relatively minor in nature. The Area staff has made a diligent_ gffort to
comply with established policies and procedures set forth in the governing manuals. All identified
deficiencies have been addressed and corrected.

| Inspector's Comments:

None.

equiri—e'd%:Actiont e

Corrective Action Plan/Timeline

None.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL s DRI Chapler.
COMMAND INSPECTION PROGRAM South Lake Tahoe Valley Eot:r

| ted by: ate:
EXCEPTIONS DOCUMENT Lieutenant T. Malone | 12-30-2008
Page 3 0SSl Carol Tudesko / OA Stacie Brooks

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

None.

[ Appeal Review/Decision: (This shall be the only level of appeal).

Lead MSpRclers-Signaluse: Date:
f‘/7 _ ’F)%@L—L/ 12-30-2008
[esponqﬁﬁg Com@der‘s Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number.
INSPECTION PROG RAM South Lake Tahoe Valley 546
Evaluated by: ate:
Chapter 4 LieutenantyT. Malone 12-30-2008
Fiscal Controls Assisted by: Date:
OSSI Carol Tudesko / OA Stacie Brooks 12-30-2008

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as ind
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the

icated. Any discrepancies with policy,
“Remarks” section. Additionally, such

next level of command.

Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level Command Level W»{,
[] Office of Inspections 1 Voluntary Self-Inspection
- i i Commander's Signature: Date:
Follow-up Required: S5V o008

[] Yes No [] Follow-Up Inspection

For applicable policies, refer to State Administrative 5 [4
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and X Yes | [INo | []N/A | Remarks:
preparing collections?
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines [Jves | DINo | [N/ |Remarks: The drf;eﬁrt;’r;re‘ﬁts
for overall management and accountability of Eumned in HPM 11?1, Chapter 4.
receiving and preparing collections?
3. Does the command have adequate separation of
duties for collections received? Yes | [[JNo | [T]N/A | Remarks:
4. Does the command have adequate separation of
duties for the cash receipt process? XKl Yes | [INo [ [JN/A | Remarks:
5 s access to the safe and/or vault appropriately . Remarks: The Area doss nof have &
restricted? X Yes | [INo N/A | S
6. Does arecord exists which identifies who has access -
to the safe and/or vault and when changes in access | [X] Yes | [JNo |[]N/A ggmz:t‘mtmfnﬁ;a;ﬂz? ] :0:::#
occur? and check receipts.
7. Was the lock combination changed when an excess
number of employees were aware of the [(JYes | [INo N/A S:]c;”arksz The Area does not have a
combination, transferred out of the Area, or no longer '
requires access?
8. Isthe safe securely anchored to the building? Bemarice: e firaat h
D YeS D NO & N/A saefr:ar S € Area aoes not have a
9. Are weekly transmittal reports prepared in
accordance with departmental policy? X Yes | [JNo | [JN/A | Remarks:
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | X Yes | []No |[] N/A | Remarks:

following the week covered by the report?
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Page 20f3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
11. Does the command submit the following forms
with the weekly transmittal when applicable? X Yes | [JNo | [JN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

12. Is @ memorandum for cash shortages prepared if Remarks: This has hot accurred in
necessary? (dYes | [ONo | X NA e

13. Does the command ensure the information written on
the counter receipt is complete and legible? Yes | [INo | [JN/A | Remarks:

14. Was a counter receipt issued for each witness fee ]
deposit received? X Yes | [JNo | [TJN/A | Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? XlYes | [JNo | [IN/A | Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, Yes | [JNo | [JN/A | Remarks:
used rotors, and other cash received?

17. Is sales tax added to items that are not for resale?

D Yes No D N/A Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [INo | [JN/A | Remarks:

19. Were transfers of counter receipt books/certificates Remarks: The Area has not had 4
Al JL?';’.":;?:.‘%Z‘L?,;;‘;%T?O' onaCHP266A, | [Yes | [INo | BRIN/A | o e ot omeror

20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? XIYes | [JNo | []N/A | Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, Yes | [JNo | []N/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?

22. Is the CHP 264 properly authorized?

X Yes | [JNo | [JN/A | Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and XIYes | [JNo | []N/A | Remarks:
change funds?

24. Is there documentation to support periodic reviews of Remarks: This procedure has been
petty cash and change funds performed by the DI Yes | [INo |[JNA utilized in the past, however had not
commander or designated person? been done recently. More frequently

reviews will occur

25. Are overages and shortages of the petty cash REATEFEY "Fashfas h3EI el
funds reported to Fiscal Management Section? [(JYes | [INo |XNA encountered an overage orshonaa

recently.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page Jof3

26. Were change funds used to cash checks, money

orders or cashier/travelers checks? [JYes | XINo | [ N/A | Remarks:

27. Are change funds over $100 and petty cash funds Remarks: The petty cash is kept in a
over $200 kept in a safe, vault, or money chest DX yes | [ONo |[IN/A lockadicash B dantlioSragtit
adequate to safeguard cash? OSSl's desk. Limited access to the

interior of the desk has been
maintained.

28. Are all petty cash purchases under $50°?

X Yes | [ONo | [JN/A | Remarks:

29. Is petty cash used to purchase prohibited items?

[JYes | XINo | [JN/A | Remarks:

30. Did the command circumvent the dollar limitation by .
splitting the purchase? [JYes | XINo | [JN/A | Remarks:

31. Is a petty cash custodian designated by the )
commander? X Yes CINo | [IN/A Remarks:
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Command: Division: Chapter: 4
San Andreas | Valley

STATE OF CALIFORNIA Inspected by: Date:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL L. Harmon Sergeant #13532 12/5/08

COMMAND INSPECTION PROGRAM
EXCEP"’IONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action pians, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [J Corrective Action Plan Inciuded
[] Division Level [X] Command Level [] Appeal Included
[J Executive Office Level [ Attachments Included

Forward to: Commander’s Signature:
Valley Division

Due Date: 12/31/2008

Follow-up Required:

] Yes X No

Chapter:Inspection:

Inspector’'s Comments Regarding Innovative Practices:

The OSSI is highly conscientious and takes personal responsibility with the suspense log. This ensures
the “back up” clerical position is able to meet reporting deadlines in her absence.

In order to ensure receipts are obtained for petty cash expenditures, OSSI reminds employees to return
with a receipt and counts change to ensure money returned and the receipt coincide. All employees
involved with purchasing are trained in the procedures which apply to spending petty cash.

The Area Commander conducts a minimum of four surprise audits per fiscal year, ensuring procedures
are followed for both accident and petty cash funds.

| Command Suggestions for Statewide Improvement:

Each Area Commander should maintain a suspense log which serves as a reminder to conduct at least
four random audits per year.

| Inspector’s Findings: |

There are no deficiencies noted. The Area does an excellent job in accountability. One of the keys to
success is that the OSSI takes personal responsibility for the program. Additionally, The Area
commander stays actively involved and holds all employees to a high standard.
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+ ' STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEFTIONS DOCUMENT

Page 2 of 3

Command:

San An

Division:
dreas Valley

Chapter: 4

Inspected

by:

Date:

L. Harmon, Sergeant #13532 12/5/08

| Commander's Response:

| Inspector's Comments:

equired Action

Corrective Action Plan/Timeline

No corrective action is necessary.

CHP 680A {Rev. 09-08) OP1010
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' STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM | San Andreas | Valloy Chagler:
= Inspected by: Date:
E;gEiI;ONS DOCUMENT L.pHarmcym, Sergeant #13532 12/5/08

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal). ]

Lead | c'mr:srnlng: Date: , Z . 8 0 e
@-v 'z

nding CWder‘s Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 10f3
Command: Division: Number:
San Andreas | Valley 255 -pd-00f
Evaluated by: Date:
L. Harmon, Sgt., #13532 12/5/08
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any foilow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[[] Division Level

[] Office of Inspections

X Command Level

(] Voluntary Self-Inspection

Lead Inspector's Signature:

i Hanmen, 6. 13532

Follow-up Required:

[1Yes

(] Follow-Up Inspection

X No

Commander's Signature;

Date:

/270 PocT

For applicable policies, refer to State Administrative /
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

/‘7@’4&%3
o

Chapter 2.
1. Is management actively involved in reviewing and Remarks: Area C g duct
i R emarks: Area commander conducts
:?gg:;’i':é! Cpcilzi?il\c/’?‘rsk?related to receiving and XYes | [ONo |[INA surprise audits on regular basia,

2. Does the command have Standard Operating _ )
Procedures (SOP) to provide necessary guidelines KYes | [INo |[ONA 5::;33:;”255; igﬂtgﬁ‘ e‘gbin E5p
for oygrall management and accountability of including guidelines for receiving and
receiving and preparing collections? preparing collections.

3. Does the command have adequate separation of R ‘s Not ——

i H 5 emarks: Not possibie in a o
duties for collections received? [dYes | XINo |[INA person olerical unt

4. Does the command have adequate separation of R s Not ible in & tw

i i emarks: Nol possible in a o}
duties for the cash receipt process? [lYes | XINo |[NA person clerical unit

5. lIs access to the safe and/or vault appropriately R cs: Cash box

) 2 N emarks: vas OX Tor money
restricted? Yes D No D N/A collected for collision reports and
petty cash is locked after business
hours.

6. Does a record exists which identifies who has access R T e—

H N emarks: IS the Tuna custodian
g%(t:rll??safe and/or vault and when changes in access Yes | [INo | JN/A on file with Headquarters

7. Was the lock combination changed when an excess .
number of employees were aware of the [(JYes | [ONo | [X N/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?

8. Is the safe securely anchored to the building? _

D Yes [:, No N/A Remarks:

9. Are weekly transmittal reports prepared in _ )
accordance with departmental policy? XIYes | [INo | []N/A | Remarks:Few Errors — See File

10. Is the weekly transmittal report(s) submitted to Fiscal 4
Management Section (FMS) within five working days | [X] Yes | [ No | []N/A | Remarks: Always
following the week covered by the report? ] ]
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 20f3

11. Does the command submit the following forms

with the weekly transmittal when applicable? X Yes | [ONo | [JN/A | Remarks.
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors. N/A
(2) CHP 386, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
12. Is a memorandum for cash shortages prepared if
necessary? X Yes | [INo | [JN/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? X vYes | [INo | [JN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? X Yes | [ONo | [IN/A | Remarks:
15. Was a counter receipt issued for each movie, ‘ i
wide-load, and special event detail(s)? XYes | [JNo | [INA E:tr:iﬂ::t' ;’;'¥ enelspacial et
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, CJYes | [ONo | [ N/A | Remarks:
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
D Yes D No IZ N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [INo | [JN/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, X Yes | [INo | [JN/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes | [ONo |[JNA Ssgzgzs&vﬂy SEldRiIiSEd aF
21. Are the CHP 264, Petty Cash Replenishment 5 0 Remarks: On June 30th of each year
Requests, completed at least monthly if over $10.00, Yes 1 No N/A :
quarterly if undgr $10.00, and on Junye 30 of each 2riat {ioiensiof Gach CFeciipaos
fiscal year?
22. |s the CHP 264 properly authorized?
Yes I:l No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and Yes | [JNo |[JN/A | Remarks:Balanced weekly.
change funds?
24. Is there documentation to support periodic reviews of
petty cash and change funds performed by the X Yes | [INo |[JNA ?::c]ircktz:Si?[;'r‘i':eagﬂzirt:?:;;%'s =
commander or designated person? file.
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? X Yes | [INo [ [N/ | Remarks: Very seldom necessary.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 3of3

26. Were change funds used to cash checks, money Remarks:
orders or cashier/travelers checks? [JYes | XINo | []JN/A | Remarks:
27. Are change funds over $100 and petty cash funds Remarks: Change funds are kept
; = :
over $200 kept in a safe, vault, or money chest Yes | [INo |[[JN/A locked in box ard then stored b
adequate to safeguard cash? locked drawer. Petty Cash is stored
in a locked desk. OSSI, OA and
commander have only set of keys.
28. Are all petty cash purchases under $50?
petty P ESEsUnderty E Yes D No D N/A Remarks: Petty cash purchases are
logged and all receipts submitted to
Accounting on CHP 264's for
reimbursement.
29. Is petty cash used to purchase prohibited items? Remarks: Petty cash receipts show
D Yes IE No D N/A complian;:e,
30. Did the command circumvent the dollar limitation by Remarks: Petty cash receipts sh
.. R o ow
splitting the purchase? O Yes No | [IN/A g olEnce,
31. Is a petty cash custodian designated by the
comrpnanyder? g y Iz Yes D No D N/A Remarks: OSSI, OA as back-up.
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STATE OF CALIFORNIA Command: Division: " Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Sac CC Valley ;
Inspected by: ate:
gggé;ﬁ?gng%%EcﬁjT&%%?ROGRAM SZ;geant )I’?ichard Davis, #11471 12/23/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION : [] Corrective Action Plan Included
(] Division Level [X] Command Level [] Appeal Included
[0 Executive Office Level [] Attaghspents Included
o Forward to: Copafma gnature: Date:
Follow-up Required: Valley Division /ﬁ /ad
— 12/29/08

[] Yes X No Due Date: 12/31/08__

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

[ Inspector’s Findings:

In response to a Comm-Net Message dated September 22, 2008, Sacramento Communications Center
conducted a comprehensive evaluation of the Command’s fiscal controls to ensure compliance with

departmental policy. No discrepancies were noted.
The following documents were completed as part of this inspection:

» Exceptions Document
« Fiscal Controls Inspection Checklist
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STATE OF CALIFORNIA
- DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMWIAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:
Sacramento CC | Valley Y4
inspected by: Date:
Sergeant Richard Davis, #11471 12/23/08

[ Commander’s Response:

[ Inspector's Comments:

equired Action

Corrective Action Plan/Timeline

N/A
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTI ONS DOCUM ENT Command: Division: ?a‘?er:

Sacramento CC Division
inspected by: Date:
Sergeant Richard Davis, #11471 12/23/08

Page 3

Appeal Process:: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

N/A

Lead Inspector's Signature: Date:

NI L B et 1212308

esch ing Commander's Signature (for appeal): Date:
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STATE OF CALIFOBNIA
DEPARTWMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
INSPECT'ON PROGRAM Sac. Comm. Center Valley Division 214
! Evaluated by: Date:
Chapter 4 Sat. Richard Davis 11471 12/23/2008
Fiscal Controls Assisted by: Date:
Rosa Jauregui, OSS! 12/23/2008

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. [f this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

] Division Level X Command Level - , f 7
) s

[] Office of Inspections (] Voluntary Self-Inspection

N
Follow-up Required: 1 Follow-Up | . }dﬁm Signature: Date:
[]Yes X No ollow-Up Inspec lon/ //7L 42?%
J

For applicable policies, refer to State Administrative &_//
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and X Yes
preparing collections?

CINo | ONA

Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines X Yes
for overall management and accountability of
receiving and preparing collections?

O No CIN/A

Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes

[ONo | [CIN/A

Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes

[ONo | [CIN/A

Remarks:

5. Is access to the safe and/or vauit appropriately
restricted? X Yes

[INo | CIN/A

Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | [X Yes

occur?

[INo | CIN/A

Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the X Yes
combination, transferred out of the Area, or no longer
reguires access?

[ONo | CINA

Remarks:

8. Is the safe securely anchored to the building?

[ I No N/A

Remarks:

[]Yes
9. Are weekly transmittal reports prepared in
accordance with departmental policy? X Yes

[INo [[IN/A

Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | X Yes
following the week covered by the report?

[INo | CIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page

20f3

11. Does the command submit the following forms )
with the weekly transmittal when applicable? MKyes | [ONo [[INA Z‘;’gf_{;sés
(1) CHP 265, Sale of Discarded Tires/Junk (3) STD 634
Batteries/Used Rotors. (5) Civil Subpoena
(2) CHP 38, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(8) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
12. Is a memorandum for cash shortages prepared if
necessary? Yes | [INo | [] N/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? Yes | [INo | [CJ N/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? X Yes | [INo | [JN/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? [1Yes | [ONo | [XIN/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, [JYes | [ONo | X N/A | Remarks:
used rotors, and other cash received?
17. s sales tax added to items that are not for resale?
D Yes D No x N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [INo | [JN/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, LdYes | [ONo |[XIN/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? XlYes | [JNo |[]N/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | [X] Yes CONo | [JN/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. Is the CHP 264 properly authorized?
X Yes | [INo | [JN/A | Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and X Yes | [ONo | [JN/A | Remarks:
change funds?
24. Is there documentation to support periodic reviews of
petty cash and change funds performed by the X Yes | [ONo | []N/A | Remarks:
commander or designated person?
25, Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? XYes | [ONo | [JN/A | Remarks:

CHP 680G (Rev. 03-08) OP) 010
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money ) ‘ _
l orders or cashier/travelers checks? , [ Yes ‘ [INo | [X N/A | Remarks:
27. Are change funds over $100 and petty cash funds )
over $200 kept in a safe, vault, or money chest Yes | [ONo | [JN/A | Remarks:
adequate to safequard cash?
28. Are all petty cash purchases under $507 ‘
’ Yes ‘ [ONo | [ N/A | Remarks:
29. Is petty cash used to purchase prohibited items? (
[] Yes ’ KINo | [ N/A | Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [ Yes ‘ No | [] N/A | Remarks:
31. Is a petty cash custodian designated by the 1 ‘ ‘
commander? XYes | [ONo [CJ N/A | Remarks:

» 880G (Rev. 09-08) OPI1 010



STATE OF CALI ORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter
245-Placerville | Valley 4 ‘
Inspected by: Date.

T. Brown #14738 12/12/2008 .

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes
n number. Under "Forward to:" enter {

number of the inspection in the Chapter Inspectio

as necessary, or fill in the blanks as indicated. Enter the chapter
he nex! level of command where the document

shall be routed lo and its due dale. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, an

additional space is required.

d may be used to appeal findings. A CHP 51 Memorandum may be used if

—

TYPE OF INSPECTION
[] Division Level Command Level

[] Executive Office Level

X Corrective Action Plan Included
[0 Appeal Included
[] Attachments Included

Follow-up Required: Forward to:

X Yes [J No

Chpte'r "Insp'ection:

Inspector’

Due Date:

s Comments Rrilvate Practices:

Date:

[zlrel oy

Commander's Signature:

Eommand Suggestions for Statewide Improvement.

| Inspector’s Findings:

Overall, the Fiscal Controls audit was compl
needed. The areas where improvements ar

Fiscal Controls Sections 6 and 31- Currently, no record ex

the cash fund or the petty cash fund.

eted with only minor identifiable corrective measures
e recommended are as follows:

ists that identifies/designates the designee for

Fiscal Controls Section 8- The Placerville Area
cash fund are secured in locking drawers. The
access 1o both funds are adequately an

has no safe. All monies for both the cash fund and petty
drawers are securely anchored to the front desk and

d appropriately restricted.



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONEMAND INSPECTION PROGRAM Command: Division: Chapter:
EXCEPTIONS DOCUMENT 245-Placerville | Valley 4

Inspected by: Date:
Page 2 T. Brown #14738 12/12/2008

[ Commander's Response:

Corrective action will be completed by the date(s) indicated in the Required Action Section below.

[ Inspector's Comments:

equ'ird 'cti"n E e

orrective Ation Plan i[in T

Fiscal Controls Sections 6 and 31- Memorandums were prepared on 12/12/2008, naming Office
Services supervisor |, Dee Dee Troutte, as the Commander’s designee in charge of both the cash fund
and petty cash fund. Both memos were retained in area and forwarded to the Fiscal Management
Section. 0SSI| Troutte and the Commander are the only employees with access 10 the petty cash fund.

Fiscal Gontrols Section 8- The Command will purchase a combination safe for the Area’s petty cash
fund. The safe will be anchored to the building and will only be accessible to the Commander or his

designee. This will be completed no later than March 1, 2009.



STATE OF CALIFORWA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Fr—— TS T
EXCEPTIONS DOCUMENT 245-Placerville | Valley 4

Inspected by: Date:
Page 3 T, Brown #14738 12/12/2008

Ap peal Process (Appea!s shaH be f‘ fed w:thm fwe (5) busmess da ys of the compieted chapter mspectron ) :

Commander S Bas;s for Appeal

[Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature - Date - —‘
TR o B VY2 % - .
Date: '

[ Resfionding Commander’s Signature (for appeal)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL e Biveon: an
INSPECTION PROG RAM Placerville Valley 245 T
Chapter 4 Evaluated by: Date:
Fiscal Controls Sgt. T. Brown #1 4738 12/12/2008
Assisted by: Date:
Dee Dee Troutte (OSSI) 12/12/2008

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or carrective action(s) taken. If this form is used as a Follow-up Inspection,

the “Follow-up Inspection” box shall be marked and only deficient items need fo be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

(] Division Level X4 Command Level

[] Office of Inspections (] Voluntary Self-lnspection‘/%/\ 14373

Commander's Signature: Date:

Follow-up Required:

D Yes [ No [] Follow-Up Inspection WW’ /Z,//,?/’/d <‘/
For applicable policies, refer to State Administrative Wﬂm 3/ (.// zo0 7

Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and )
approving paperwork refated to receiving and X Yes | [JNo 1 N/A Remarks:

preparing coliections?

5 Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines K ves | [INo | [LIN/A REmSiE:
tor overall management and accountability of
receiving and preparing collections?

3 Does the command have adequate separation of

duties for collections received? ves | CONo | CIN/A Remarks:
4 Does the command have adequate separation of _
duties for the cash receipt process? X ves | [INo [[INA Rgmarks:

5. |s access to the safe and/or vault appropriately .
Yes D No D N/A Remarks:

restricted?
6 Does a record exists which identifies who has access

io the safe and/or vault and when changes in access [JvYes | KINo |[LINA Remarks:

occur?

7 Was the lock combination changed when an excess
aumber of employees were aware of the [Yes | [INo | DANA Remarks:
combination, transferred out of the Area, or no longer
requires access? _

8 Is the safe securely anchored to the building?

Yes D No D N/A Remarks:

S
9. Are weekly transmittal reports prepared in

accordance with departmental policy” 5 Yes | [INo | [INA Remarks

170 Is the weekly transmittal report(s) submitted to Fiscal »
Management Section (FMS) within five working days Yes | [ONo | [NA e

~_ following the week covered by the report? N




STATE OF CALIFORNIA
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INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page
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11

" Does the command submit the following forms

with the weekly transmittal when applicable?

(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

X Yes

[ N/A

Remarks:

12.

is a memorandum for cash shortages prepared if
necessary?

[1vYes

1No

DA N/A

Remarks:

13.

Does the command ensure the information written on
the counter receipt is complete and legible?

Yes

1 No

L IN/A

Remarks:

14.

Was a counter receipt issued for each witness fee
deposit received?

X Yes

[l No

LIN/A

Remarks:

15.

Was a counter receipt issued for each movie,
wide-load, and special event detail(s)?

Yes

1 No

[ ] N/A

Remarks:

16.

Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

Yes

C1No

IN/A

Remarks:

17.

s sales tax added to items that are not for resale?

[vYes

[INo

X N/A

Remarks:

18.

Are all counter receipts pre-numbered and issued in
numerical sequence?

X Yes

[ INo

[ ] N/A

Remarks:

19.

Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A,
Credit Memo - Non- Equipment?

[]Yes

] No

D4 N/A

Remarks:

20,

Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure?

Yes

[ 1No

L] N/A

Remarks:

21.

Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal year?

X Yes

[JNo

LIN/A

Remarks:

22.

Is the CHP 264 properly authorized?

Yes

[ INo

[ N/A

Remarks

23.

Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
change funds?

4 Yes

[ ] No

LIN/A

Remarks:

24

s there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

Yes

[ INo

(1 N/A

Remarks:

25

Are overages and shortages of the peity cash
funds reported to Fiscal Management Section?

[]VYes

[]No

N/A

Remarks
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Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? (] Yes No | [JN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest X Yes | [ONo |[INA Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507
@ Yes |-_—| No D N/A Remarks:
29. s petty cash used to purchase prohibited items?
D Yes No D N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [yYes | KINo | [IN/A Remarks:
31. |s a petty cash custodian designated by the
commander? [ Yes No | [JN/A | Remarks:
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STATE OF CALIFORNIA ; — :
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL %"rrg;"iﬁgd' \D/‘;'ﬁg;' ﬁhapte’
COMMAND INSPECTION PROGRAM Inspected by: Date:
Page 10f3 Perlstein 12/18/08

LYY
WJAS

INSTRUCTIONS: This document shall be typed. Check appropriat
number of the inspection in the Chapter Inspection number. Under
shall be routed to and its due date. This document shall be utilized to doc

e boxes as necessary, or fillin th
“Forward to:" enter the next leve
ument innovative practices,

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. AC

additional space is required.

e blanks as indicated. Enter the chapter
| of command where the document
suggestions for statewide

HP 51 Memorandum may be used if

TYPE OF INSPECTION
[ Division Level (K] Command Level

[[] Executive Office Level

[C] Corrective Action Plan Included

[] Appeal Included

[ Attachments Included

Chapter Inspection:

Inspector's Comm

ents Regarding Innovative Practices:

Follow-up Required: Forward to: Commander nature: Date:
N
= e Due Date: cLeST ev-/ 12/22/08

"Command Suggestions for Statewide Improvement:

—

[ Inspector's Findings:

]

Area command is aware of the responsibility and importance of fiscal controls. The office services
supervisor, Joyce Gutierrez, is knowledgeable and conscientious regarding maintaining proper controls.

CHP 680A (Rev 09-08) OP1 010
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
Page 2 of 3

Command: Division: Chapter:
Oroville Valley 4
Inspected by: Date:
Peristein 12/18/08

[ Commander's Response:

Commander acknowledges the findings.

| Inspector's Comments:

Not applicable.

Required Action

Corrective Action Plan/Timeline

CHP 680A (Rev 08-08) OPI 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL g"r’;‘mg": '\D/i:ﬁ(‘:;: Z“apte“
COMMAND INSPECTION PROGRAM Inspected by: Date:
Page 3 of 3 Perlstein 12/18/08

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

[ Appeal Review/Decision: (This shall be the only level of appeal).

Fay — -
Leaz(l/ni);tor's Syture: Date:
4 N .1>» ¢
Responding Commander’s Signature (for appeal): Date: N j
S—

CHP 680A (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ——— — N
INSPECTION PROGRAM Oroville Valley 240
Chapter 4 Evaluated by: Date:
Fiscal Controls Perlstein
Assisted by: Date:
Gutierrez 12/18/08

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. !f this form is used as a Fotiow-up inspection,
the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

PEHNEREETBN Lead Inspector's Signature:

[] Division Level Xl Command Level L\) p
[] Office of Inspections [ Voluntary Seif-Inspection A caﬁﬂrd,\_/
Follow_up Requ“-ed mmander's 5@“”9( Date:
Yes No [ Foliow-Up Inspection t\) :
L] 2 . Ntz —" 2 23-e2%

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and .
approving paperwork related to receiving and X Yes | [JNo | [JN/A | Remarks:

preparing collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines [JYes | XINo |[JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?

3. Does the command have adequate separation of

duties for collections received? X Yes | [ONo [[JN/A | Remarks:
4. Does the command have adequate separation of

duties for the cash receipt process? <IYes | [JNo | [JN/A | Remarks:
5. s access to the safe and/or vault appropriately

restricted? OYes | [INo N/A | Remarks:

8. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | [] Yes [INo N/A | Remarks:
occur?

7. Was the lock combination changed when an excess
number of employees were aware of the [dYes | (ONo |[X] N/ | Remarks:
combination, transferred out of the Area, or no longer
requires access?

8. Is the safe securely anchored to the building?

D Yes D No ,Z N/A Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental policy? KX Yes | [ONo |[]N/a | Remarks: |
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | [X] Yes LINo |[[OINA
L following the week covered by the report? |

Remarks:

CHP 680G (Rev 09-08) OPI 010
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11. Does the command submit the following forms
with the weekly transmittal when applicable? X Yes | [JNo | [JN/A | Remarks:
(1) CHP 285, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(8) Civil subpoena.
12. Is a memorandum for cash shortages prepared if
necessary? [1Yes | [INo N/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? K Yes | [JNo | [JN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? K Yes | [JNo |[IN/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? KYes | [JNo |[JN/A | Remarks:
16. Was each counter receipt issued for each sale,
inciuding the sale of discarded tires, junk batteries, K Yes | [ONo |[JN/A | Remarks:
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale? - e ———
Yes D No D N/A Handbook '
18. Are all counter receipts pre-numbered and issued in
numerical sequence? Yes | [INo | [JN/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, K Yes | [JNo |[JN/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? XYes | [JNo | [ N/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, Yes | [JNo |[JN/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. Is the CHP 264 properly authorized?
Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and XlYes | [JNo |[]N/A | Remarks:
change funds?
24. s there documentation to support periodic reviews of
petty cash and change funds performed by the XlYes | [JNo |[]N/A | Remarks:
commander or designated person?
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? [JYes | [[INo | [XIN/A | Remarks:

CHP 680G (Rev 039-08) OPI 010
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26. Were change funds used to cash checks, money ‘ i
orders or cashier/travelers checks? [ Yes No | [[]N/A | Remarks:
27. Are change funds over $100 and petty cash funds )
over $200 kept in a safe, vault, or money chest Yes | [INo |[JN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $50?
X Yes | [[JNo | [JN/A | Remarks:
29. s petty cash used to purchase prohibited items?
[JYes | XINo |[JN/A | Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [JYes | XINo | [JN/A | Remarks:
31. Is a petty cash custodian designated by the ,
commander? Yes | [INo |[]N/A | Remarks: OSS J. Gutierrez

CHP 680G (Rev 09-08) OP! 010
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STATE OF CALIFORNIA Command: Division: (W] %_“i ?ha pte:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL North Sac Valley
; RA Inspected by: Date:
COMMAND INSPECTION PROG M Lieutenant M. DePaola, #10705 3/3/09

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes
number of the inspection in the Chapter Inspection number. Under "Forwar
shall be routed to and its due date. This document shall be utilizéd to documen
improvement, identified deficiencies, corrective action plans, and may be used to appeal finding

additional space is required.

as necessary, or fill in the blanks as indicated. Enter the chapter
d to:" enter the next level of command where the document

t innovative practices, suggestions for statewide

s. A CHP 51 Memorandum may be used if

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [] Appeal Included
[C] Executive Office Level [] Attachments Included
Date:

Follow-up Required:

[] Yes No

Forward to: Commgénders Signature:
Valley Division f

Due Date: 12/31/08__

3/3/09

‘Chapter:Inspection

Inspector's Comments Regarding Innovative Practices:

None.

[ Command Suggestions for Statewide Improvement:

None.

- [ Inspector’s Findings:

In response to a Comm-Net Message dated September 22, 2008, the North Sacramento Area
- conducted a comprehensive evaluation of the Command'’s fiscal controls to ensure compliance with

departmental policy. No d»iscrep'ancies were noted. -
“The following documents were corhpleted as part of this inspection:

v Exception's Document
«  Fiscal Controls Inspection Document

CHP BB0A (Rev, 09-08) OP1 010
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMMAND INSPECTION PROGRAM

c d: Division: Chapter:
EXCEPTIONS DOCUMENT S ToEy ;

Inspected by: Date:

Lieutenant M. DePaola, #10705 3/3/09

Page 2

| Commander's Response:

[Inspector's Comments:

Corrective Action Plan/Timeline

N/A

CHP BBOA (Rev, D9-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: Division: Chapter:
North Sac Division 4
tnspected by: Date:
Lieutenant M. DePaola, #10705 3/3/09

Page 3

AppealProcess:(Appeals shall be filed within five (5).business days.of the completed.chapterinspection). =5 il i

Commander's Basis for Appeal:

N/A
Fﬁ«ppeal Review/Decision: (This shall be the only level of appeal). 4]
N/A
1= pector's Signature: Date:
: Radt M DaVols~ ' : 3/3/09
Respon{ing Commander's. Signalture (for appeal): : Date:

CHP 680A {Rev, 09-08) OP1010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command. Division: Number:
INSPECTION PROGRAM North Valley 250
Chapter 4 Sacramento
Fiscal Controls Evaluated by: Date:
Lt. M. DePaola 03/03/09
Assisted by: V. Staggs Date: 03/03/09

INSTRUCTIONS: Answer individual'items with “Yes" or
applicable legal statues, or deficiencies noted in the inspections sha
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the memorandum shall include any follow-up and/or correclive action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

“No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
Il be commented on via the "Remarks” section. Additionally, such

e Lead Inspector's Signature:
TYPE OF INSPECTION ea pecto g

[ ] Division Level X] Command Level

[] Office of Inspections [] Voluntary Self-Inspection

Follow-up Re%red: O Follow-Up | CW? ignature: Date:

‘ ollow-Up Inspection

[]Yes No ; 3 / 3 / b
|74

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and K Yes | [INo |[JN/A | Remarks:
preparing collections?
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines KYes | [ONo |[INA g;”;g;'ﬁziozb‘zétgggag;gge%'jg‘;a'

for overall management and accountability of
receiving and preparing collections?
3. Does the command have adequate separation of

duties for collections received? : Yes | [[INo | [ N/A | Remarks:
4. Does the command have adequate separation of

duties for the cash receipt process? ; Yes | [JNo |[IN/A | Remarks:
5. |s access to the safe and/or vault appropriately .

restricted? [JYes | [ONo | [IN/A Remarks:

6. Does a record exists which.identifies who has access :
o the safe and/or vault and when changes'in access | [ Yes | [[JNo | [JN/A RIEILE

occur? :
7. Was the lock combination changed when an excess
number of employees were aware of the Yes [CNo | [IN/A Remarks:

combination, transferred out of the Area, or no longer
requires access? PR
8. Is the safe securely anchored to the building?

D Yes D No D N/A Remarks:

9. Are weekly transmittal reports prepared in :
accordance with departmental policy? - Xl Yes | ‘[ No | [JN/A | Remarks:

10. Is the weekly transmittal-report(s) submitted to Fiscal
Management Section (FMS) within five working days | [X] Yes | [1No | [1N/A REIEDES

following the week covered by the report? .

CHP 680G (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page

20f3

11.

Does the command submit the following forms

with the weekly transmittal when applicable?

(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

Yes

LIN/A

Remarks:

12.

Is a memorandum for cash shortages prepared if
necessary?

X Yes

[] No

CIN/A

Remarks:

13.

Does the command ensure the information written on
the counter receipt is complete and legible?

X Yes

[1No

C1N/A

Remarks:

14.

Was a counter receipt issued for each witness fee
deposit received?

Yes

I No

[]N/A

Remarks:

15.

Was a counter receipt issued for each movie,
wide-load, and special event detail(s)?

X Yes

[ INo

[CINIA

Remarks:

16.

Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

Yes

] No

LIN/A

Remarks:

17.

|s sales tax added to items that are not for resale?

X Yes

[T No

[ ] N/A

Remarks:

18.

Are all counter receipts pre-numbered and issued in
numerical sequence?

X Yes

[1No

[L1N/A

Remarks:

18.

Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A,
Credit Memo - Non- Equipment? ’

X Yes

] No

[ N/A

Remarks:

20.

Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure?

X Yes

[ ) No

[]N/A

Remarks:

21.

Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal year?

X Yes

] No

LIN/A

Remarks:

22.

Is the CHP 264 properly authorized?

X Yes

[l No

[IN/A

Remarks:

23.

Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
change funds?

Xl Yes

] No

CIN/A

Remarks:

24.

|s there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

Xl Yes

[ No

LIN/A

Remarks:

25,

Are overages and shortages of the petty cash
funds reported to Fiscal Management Section?

Yes

] No

L[] N/A

Remarks:

CHP 680G (Rev. 08-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 3of3

26. Were change funds used to cash ehecks, money

orders or cashier/travelers checks? [JYes | XINo | []N/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest Yes | [[INo | [JN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507?
& Yes E’ No D N/A Remarks:
29. |s petty cash used to purchase prohibited items?
D Yes IE No I:' N/A Remarks:
30. Did the command circumvent the dollar limitation by
'splitting the purchase? ' [ Yes No | ] N/A. | Remarks:
31. Is a petty cash custodian designated by the ;
commander? @ Yes D No D N/A Remarks: Ms. Valerie Staggs

< CHP BBOG (Rev, 08-08) OPIO10




STATE OF CALIFORNIA Command: Grass Division: Valley Chapter: 4
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Valley

COMMAND INSPECTION PROG M Inspected by: Sgt. M Whiting, #12888 Date: 11/06/2008
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate hoxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level X Attachments Included

Forward to: Commander's Signature: Date:
Valley Division

Follow-up Required:

{1Yes X No

Due Date:

4

‘FiscallCoritrols

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

| Inspector’s Findings:

All controls in place.

CHP 680A (Rev. 09-08) OP1010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Grass Division: Valley Chapter: 4
COMMAND INSPECTION PROGRAM Valiey

EXC%P-”ONS DOCUMENT Inspected by: Sgt. M. Whiling, #12888 Date: 11/06/2008 |
Page

Commander's Response: j

Inspector's Comments: 2]

‘ReqirediAction &

Corrective Action Plan/Timeline

None.

CHP 680A (Rev. 09-08) OPi 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL W"\ Division: Chapter:
COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Inspecied DY e
Page 3

Ibaifiiediwithin five (5)ibusines

AP "_eal\arocessws!'%ppeafs-shar

Commander's Basis for Appeal:

Bppeai Review/Decision: (This shall be the only level of appeal).

Date:

Lead lnspectors Signalur/ ;
y 11/06/2008
Date:

Respondmg Commander‘s Signalurehm’/peal}

CHP 680A {Rev. 09-08) OP1 010



ANNEX A

INSPECTION CHECKLIST — FISCAL CONTROLS

Page 10af3
STATE OF CALFORNA
DERARTLENT CF CALIFORNIA HIGHAAY PATROL m?ir‘___'_"]
INSPECTION PROGRAM
Ch 4 Dot
Fis::néomw 1 / (,-/ o
{5

INSTRUCTIONS: Answer individual fems with “Ves" o *No™ answiers, o fill in the blanks as indicated. Any dscrepancies with policy,
applicabia legal SEIVES, or dehencies noted in the nspections shal b commenied on via the -Remarks secon. Addionaly, such

jes andioe deficiencs shall be d te) on an phions O L and adds d 10 the next level of

¥ the dum shall inchude any follow-up ardior comecive adion(s) taken, If hes form is used as @ Follow-up Inspechion,

\hye “Follmw-up Inspection” bux shall be madkad 3nd only dehcient ltems nead o b re-ins
—
TEaa Irepedols Signaie

TYRROS Bupethion
[] Division Level pd Command Level

[[] Office of Inspections O \pluntary Seff-inspecfion =i 74&\ \_{/

Folow-up Required: O ot B C""’"; 6 Signaure: o b = /
ollaw-Up tnspecton s % <
D Yes MNO |(/ /",:;/ 4/?;__7, // 7 // K

TFor appiicable policies, refer o State Adminisirative %
Manual (SAM), HPM 11.1, Chapler 4, and HPM 11.2,
Chapter 2.
1. iz management actively irvoived in reviewing wnd
approving paperwork related o recenving end f Yes | CIne [DImia Remags)

-

preparing collectiens?

[ ves | [ONo |CIBA Remants

7. Does thi comman have Siandard Operafing
receiving and prapaning collections?
te s fion of
d
te separahion of ;
[CNo | [ nes | REmE
B, Is access to the safe andfor vault
. m Yes
10 the safe snd/or vaull and when changes in Beoess §] Yes ONo | OONA
number of employaes were aware of the [ Yes e
g, isthesale securely anchored in the buiiding?
Remane CAD 1l €T
accardance with departmental olicy? 5l Yes CNo | WA

i dures {SOP) fo provid y
for overall management and accountabiiity of
3. Doesthe d have adeqy P
ulies for collecfions received? ves | o | [IHA Femaris
3. Does lhe d have adeq P
dudies for ihe cash recaipt process? Yes
appropriately
restricted? Mne | [ | Femats
. Does a record exists which Jdentifies whao has access
REMANE
ocour?
7. Was [he iock combinalion changed when an BRCLSS
m N
combinatian, transferred out of the Area, arnd longer:
requires, access?
ves | [Ino | [1NA
T, Are weekly transmitial ris prepared in
re y reparis prepa Remans
A0, Is the waekly transmittal report(s) submitled to Fiscal
Managemen! Secbon (FMS) within five working days Woves | Oivo | Cinia | P

following the week covered by the rapart?

i 4100 thrt Do) 31010

HPM 22.1 4-6



ANNEX A

INSPECTION CHECKLIST — FISCAL CONTROLS (continued)

STATE OF CALWFORMIA
DEPARTMENT OF CALIFORNIA HGHWAY PATROL

INSPECTION PROGRAM
Chapter4
Fiscal Confrots

Page 2af3

17, Does the command submit the following forms
with the weekly transmiltal when applicabla?
(1) CHP 265, Sale of Discarded TireslJunk
Batieries/Used Rolods.
{2} CHP 38, Evi P
(Unclaimed Property).

Y i: port

Repor, for jury duly.

{4) CHP 221, Malicious Damage Raporl

(5) CHP 484, Traffic Control Cost Esfimale —
Advance Deposit.

{B) Civil subpoena.

{3) STD 634, Absence and Additional Time Worked

mYes

CinNe

O wiA

42 s & memorandum for cash shartages prepared if
necessary?

[7] Yes

[CINa

Rj HIA

Remama ND SfbkﬂdéL

fhe counter receipt is compleie and leqible?

13, Daes the d ensure [he inf ton written an

ﬁYes

DND

1 N7A

Aemans:

14, Was a countes receipt issued for each wilness fee
deposit received?

E]Yes

[ No

7] NIA

ReMmanns

15, Vas a counter receipl issued for each movie,
wide-load. and special event detail{s)?

[ Yes

[1No

NIA

Remais AloalE V€T

1D, Was each counier receipt issued for each saie,
including ihe sale of discarded lres, junk batteres,
used rotors, and olher cash received?

M_Yes

[ o

[ WA

Remans

17, Is sakes tax added Lo jlems thal are not for resale?

[ ¥es

[ No

¥ nia

numancal uenge?

16. A ali counler receipts pre-numbered and issued in

<ol

CNo

BN

Remarne

10, Were transiers of counler receipl books/certificates
bel field d poried ona CHP 2084,

WL Yes

Mo

O A

Credil Memo - Man- Equipment?
20, is the STD 438, Distn L Vi

™ s

1No

HIA

Remanis

[] Yes

aulhorized snd completed 1o sugport exprem;l—iif.l"e?

31, Are the CHP 204, Petly Cash Replenishment

quariesly if under 510,00, and on June 30 of each
fiscal year?

Requests, completed a least manthly if over $10.00. W Ves

I Ne

O nia

Remank

27 1s the CHP 284 properly aulhonzed?

] No

[ N/A

receipls in transit equal the {otal of petty cash and
change funds?

33, Does the tolal amount o1 cash, receipls an hand, and

EYES

|:|Nn

O wiA

24. Is there taton to suppart periodic 1
pelty cash and change funds performed by the

of

MYE

e

[ e

4 MBNTH &Y /:.umf,
Dally Lash Box

commander o designated person?
25. Are overages ani shorlages of the pelly cash
funds reponed fo Fiscal Management Seciion?

[] Yes

] No

NIA

Reman N 0 avui./ St T

DINWDMW.M]O'MD

4-7
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ANNEX A

INSPECTION CHECKLIST — FISCAL CONTROLS (continued)

HPM 22.1

Page 3af3
STATE OF CALFORKIA
. DEPARTMENT OF CALFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter4
Fiscal Conlrols
26. Were change funds used fo cash checks, money
orders or cashieriravelars checks? ves | BINo [N remane  NEVER
~27. Are change funds over $100 and pelly cash funds 3
: " over $200 kept i & safe, vault, or money chest T ves | CINo [ Nia | Remame
adequate to safeguand cash?
2R Are all petly cash purchases under $507 o
W ves | [N | [ wia | Remams
20. 1s pelty cash used o purchase prohibited items? -
[ves | BN | [1NiA Remart n £y £ 2
30. Did the d c¥ ent the dollar imitation by
jiting ihe purchase? Jves | Bino | [N Remarks
31. is 5 pelly cash cuslodian designaled by the
commander? ves | [No | [N Remaks
CHF M1 (e (000 C OB
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STATE"Z')F CALIFORNIA ' Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Gold Run Valley 4

CONIMAND INSPECTION PROGRAM Inspected by: Date:
Officer Williams, #1296 1 12/11/09

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Chec

k appropriale boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be rouled to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level Command Level ] Appeal Included
[] Executive Office Level X Attachments Included
o Forward to: Commander's Signature: Date:
Follow-up Required: Valley Division _
ClYes  BINo Due Date: 12/31/08 .| _ \ 12/12/08

Chapter Inspection: Fiscal Controls

Inspector's Comments Regarding Innovative Practices:

The Gold Run Area is able to maintain effective fiscal accountability by following departmental policy,
clearly defined employee duty statements and through the lack of employee turnover. Also, the
relatively small size of the Area lends itself to fiscal responsibility and management. The Area
commander is directly involved with all activities/actions resulting in the expenditure of funds (CHP 43's,

xi#ts, overtime, contracts, etc.)

Area will explore creating spreadsheets to track monthly overtime expenditures (reimbursable and non-
reimbursable), procurements, Calcard purchases, x-numbers and contracts. These spreadsheets will
provide real time data and serve as a back up to FLSA OT reports and ARMS.

| Command Suggestions for Statewide Improvement: |

The Gold Run Area is able to maintain effective fiscal accountability by following departmental policy,
clearly defined employee duty statements and through the lack of employee turnover. Also, the
relatively small size of the Area lends itself to fiscal responsibility and management. The Area
commander is directly involved with all activities/actions resulting in the expenditure of funds (CHP 43’s,

x#ts, overtime, contracts, etc.)

Further in regard to overtime, the Area commander reviews each pay period FLSA report with
supervisory staff.

Although not a problem in the Gold run Area, larger neighboring Area’s have had significant overtime
expenditures resulting from court cases. Efforts have been made to provide the court with Area officers’
work schedule in an attempt to have court dates set during an officers work day. The Department
should pursue placing full time non-uniformed employee at the court to facilitate this scheduling effort.
The savings realized would be considerably higher than the cost of the non-uniformed position.

CHP B6B0A (Rev 09-08) OPID10
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL 5 = e T
COMMAND INSPECTION PROGRAM DIERE. o apier:
Gold R Vall 4
EXCEPTIONS DOCUMENT ey & S
Page 2 | Officer Williams, #12961 12/11/08
[ Inspector’s Findings: ]

Within the Gold Run Area, the fiscal controls are adequate and within Departmental policy. The
collections and petty cash funds are handled and accessed by the 0SS1 and the OA, and both are kept
in locked file cabinets after business hours. Weekly transmittals are prepared and submitted to FMS,

and periodic reviews of the petty cash and change funds are performed by the commander or
designated person. Both funds have continually balanced, and funds have not been used to purchase

prohibited items, or to cash checks, money orders, or cashier/travelers checks.

The petty cash fund is kept in a locked cash box and stored in a file cabinet which is locked after hours,
however, the change fund is keptin a non-locking cash box, also stored in a file cabinet which is locked
after hours. It is suggested a locking cash box be acquired for the change fund.

["Commander’s Response: ]

" A lock box to secure funds for change will be purchased.

[ Inspector's Comments:

None

Required Action

Corrective Action Plan/Timeline

N/A

CHP RANS Bev NA08Y OP1 010



STATE OF CALFFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Commander's Basis for Appeal.

Command: Division: Chapter:
Gold Run Valley 4

Inspected by: Date:
Officer Williams, #12961 12/11/08

Appeal Process: (Appeals shall be filed withiin five (5) business days of the completed chap

ter inspection). .

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

N/A

Lead Inspector's Signature:

Date:

/207 /€

mmander Signature (for appeal):

Date:

CHP 880A (Rev. 09-0B) OPI D10
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Page 10f3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY. PATROL TR Division: Number —’
INSPECTION PROGRAM Gold Run Valley
Chapter 4 Evaluated by: Date:
Fiscal Controls OFF . . 1oLt € |2 -,-c8

Assisted by: Date:

Vit Ae PAAAIAOLS |2 -j0-o8

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead or's Signature:
TYPE OF INSPECTION Inspector's Sig

[ Division Level X Command Level
Pkl enspert;

[] Office of Inspections [] Voluntary Self-Inspection

Commander's Signature: Date:

Follow-up Required: _ ;
D Yes L__l No [ Follow-Up inspection m L
— S\ 2 Jx‘*"v_\ \'I/\\'\,\ [}

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.

1. Is management actively involved in reviewing and
approving paperwork related to receiving and XYes | [ONo [[IN/A Ao s e PRSIl
preparing collections? ;imi;vandzrrl_ ke

2. Does the command have Standard Operating .
Procedures (SOP) to provide necessary guidelines | [JYes | [ No | [JN/A il el iy
for overall management and accountability of T MRl Ml A
receiving and preparing collections? overall management and

accountability of collections.

3. Does the command have adequate separation of

duties for collections received? DX Yes | [INo |[[IN/A | Remarks: The OAis responsible for

the collections and the cash receipt
process, The OSS1 is responsible
for the transmittals, except when she

is absent.
4. Does the command have adequate separation of
duties for the cash receipt process? XIYes | [INo | [TJN/A | Remarks: Same as above.
5. Is access to the safe and/or vault appropriately e T
: P emarxs: Yes, access to the cash
restricted? DI Yes | [JNo | [JN/A box is limited to the OSS1 and the

OA who are the only two with keys.

6. Does arecord exists which identifies who has access

to the safe and/or vault and when changes in access | [ Yes | [JNo | []N/A | Remarks: Yes, when there is a new
employee, a memo is created to

occur? reflect this change. A copy is sent to
FMS to file.
7. Was the lock combination changed when an excess
number of employees were aware of the [lYes | [JNo N/A | Remarks: The cash box has a key
combination, transferred out of the Area, or no longer L?vcokk:;g g::rr?e;i‘c;eb;r;lr{ezcg(seéi a-r:';e
requires access? OA.

8. s the safe securely anchored to the building?

Yes No Remarks: We do not have a safe, but
D D IE N/A the locked cash box is kept in a

locking file cabinet,

CHP 680G (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 20f3

Are weekly transmittal reports prepared in

e

accordance with departmental policy? , XYes | [ONo |[IN/A i'zi”r’:p”;fé dYeS- a weekly transmittal

10. Is the weekly transmittal report(s) submitted to Fiscal o - 5 i B e o =or
Management Section (FMS) within five working days Yes No N/A | S Yes. the weekly transmitta
following the week covered by the report? R omited and a copy is kept In our

11. Does the command submit the following forms .
with the weekly transmittal when applicable? DI Yes | [INo |[]JNJ/A | Remarks: Yes, when applicable.

(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 38, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

12. Is @ memorandum for cash shortages prepared if
necessary? ' XYes | [ONo |[IN/A ?:ﬂi;kjsmi #i‘/’:gg ACELE

memorandum would be prepared,

13. Does the command ensure the information written on Remane s Sy -

. . g e 5 veral counter receij
the counter receipt is complete and legible? XYes | [INo I N/A were reviewed and the infomea; gns
was complete and legible.

14. Was a counter receipt issued for each witness fee . IS
deposit receivect? CYes | DINo | BN | Rermate, No it subosnes rae

officer listed.

15. Was a counter receipt issued for each movie, - '
wide-load, and special event detail(s)? [IYes | [ONo |[[XIN/A 5:;3;';?; dlzgﬁﬁirgf:;fa'jave not

16. Was each counter receipt issued for each sale, [ *‘
including the sale of discarded tires, junk batteries, KYes | [ONo |[JN/A gfr::gs;afé %‘;‘:Zteg r{e"e'gt = 'stsue‘i
used rotors, and other cash received? In this area we do F,:ot Z;Pthg uc;:j‘

items listed.

17. Is sales tax added to items that are not for resale? Remore W

emarks:; € do not se (o}
D Yes D No g N/A in this area. Ay

18. Are all counter receipts pre-numbered and issued in ; !
numerical sequence? ! KYes | CONo |[JN/A Seegar;k‘figvj:;'at:; tf]‘;‘;’”;f; ﬁr‘;‘f'pts

numbered and issued in numerica)
sequence.

189. Were transfers of counter receipt books/certificates i
between field commands reported on a CHP 2664, Yes | [INo |[JN/A | Remarks: Yes, a CHP 266A was
Credit Memo - Non- Equipment? 2 (uBSed w\?e'li'\ transferring DL 45's to

rass Valley area. Any other such
_ transfers would also be reported on a
: : CHP 266A.

20. Is the STD 439, Disbursement Voucher, properly’

authorized and completed to support expenditure? LlYes | XINo |[JN/A | Remarks: The STD 439 is not used

in this area, and normally not used in
field offices.

CHP 880G (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 30of 3

21. Are the CHP 264, Petty Cash Replenishment A
Requests, completed at least monthly if over $10.00, | X Yes | [JNo | [JN/A EfTua;Zséom%Sf'eba“;hof?;);gluaer;errznac’;d
fc_warferly if?under $10.00, and on June 30 of each this is a small area. Y
iscal year”

22. Is the CHP 264 properly authorized? w ks: Yes, the.CHP 26

emarks: Yes, the 4 is
lZl Yes D No D N/A properly authorized and a copy is
kept on file.

23. Does the total amount of cash, receipts on hand, and 5 oo ol

. | . emarks: Yes. It was last audited on
(r;c;ilgésfllzwnt(;:gsn equal the total of petty cash and KYes | [ONo |[ONA 11/20/08 and prior to that on 8/18/05.

24. |s there documentation to support periodic reviews of _ |
petty cash and change funds performed by the KvYes | [ONo |[ONA Efgf:e(i'tezh:ngt;ﬂ:ﬂgta”d'ts e
commander or designated person? unannounced audit on 8/18/08 was

also documented.

25. Are overages and shortages of the petty cash R vs: We h M=

q . ” < emarks: € have not ha any
funds reported to Fiscal Management Section Yes | [JNo |[JN/A overages or shortages, but if we do in
the future, it will be reported to Fiscal
Management Section.
26. Were change funds used to cash checks, money N ks: No. this i inst ool
. n ‘ 7 emarks: No, this is against policy
orders or cashier/travelers checks” []Yes No | [JN/A and is not done in this area.

27. Are change funds over $100 and petty cash funds o R h fund

K emarks. €s, the pe Y cash tunds
over $200 kept in a safe, viL;It, or money chest KYes | [ONo |[IN/A are not over $200.00, and they are
adequate to safeguard cash? kept in a locked cash box stored in a

file cabinet which is locked after
business hours. The change funds
are not over $20.00 and are in a non-
locking cash box which is kept in a
file cabinet which is locked after
business hours.

28. Are all petty cash purchases under $507 n P I pett h

emarks: Yes, all petty cas
g Yes D No D N/A purchases are under $50.00.
29. Is petty cash used to purchase prohibited items? 5 S b A
emarks: No, petty cash is not used
D Yes g No D N/A to purchase prohibited items.

30. Did the command circumvent the dollar limitation by . i1
splitting the purchase? [] Yes X No ] N/A | Remarks: No, this is not done here.

31. Is a petty cash custodian designated by the
. E Yes D No D N/A Remarks: Yes, the commander

designated the OSS, Val, as the petty
cash custodian.
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Inspected by:

COMMAND INSPECTION PROGRAM Sergeant Bousquet

STATE OF CALIFORNIA fjommanu:wu_w [ Division' DPIF 223 o] ez

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [ Corrective Action Plan Included
[] Division Level X Command Level [J Appeal Included
( [ ] Executive Office Level ] [ Attachments Included

Forward to: Commander's Signature: Date:

Due Date: t_}&m . ngmf LT U/f .7,//0?

Inspector's Comments Regarding Innovative Practices:

{ Follow-up Required:
[] Yes

X No

| Chapter Inspection:

f Command Suggestions for Statewide Improvement: ’

Inspector’s Findings:
Donner Pass Inspection Facility (DPIF) is a Commercial Facility staffed with only one clerical position,
an Office Services Supervisor | (OSSI). A half-time Office Assistant (OA) position was not replaced

by the Commander. Once a half or full time office assistant position is assigned to the facility the issue
of Separation of Duties will be eliminated.

DPIF does not have a Change Fund nor does it sell items to the public such items as tires or unclaimed
evidence items. An occasional Civil Subpoena is received and a transmittal is completed.

CHP 6B0A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Chapter 4

Command: f Division: VALLEY ]
DPIF223 |

Inspected by “Date:
Page 2 | Sergeant Bousquet 10/21/2008
-_____‘—-———-_____

| Commander's Response. ]

DPIF is currently conducting business in compliance with departmental policies and procedures. When
(if) DPIF receives approval to fill the vacant half-time office assistant position, we will Separate the duties
to comply with the SAM manual.

Inspector's Comments- ]

lequired Action -

sorrective Action Plan/Timeline

DA {Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

| Command Division: VALLEY Chapter: 4
COMMAND INSPECTION PROGRAM |DPIF 223 |
PTIONS Inspected by: Date —
E?ggi NS DOCUMENT LSgrgean); Bousquet 10/21/2008

| Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).
Commander’s Basis for Appeal: '

Lr Appeal Review/Decision: (This shall be the only level of appeal),

Lead Inspector's Signature: Date:
10/21/2008
Respondin Comm dejs S, nalue(for eal); Date: [
L 1 o3

-HP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA

Page 1 0of 3

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4 .
Fiscal Controls

Eommand: Division: VALLEY: | Number:
DPIF
Evaluated by: Date:
Sergeant L. Bousquet 10/21/2008
. ] Date:
|_Assmted by: R. Masterson 10/21/2008

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated.

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such

Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

‘ TYPE OF INSPECTION

["] Division Level X Command Level

J [C] Office of Inspections ] Voluntary Self-inspection

Lead Inspector's Signature:
/5//4%/

Follow-up Required:
[ Follow-Up Inspection

[ ]Yes x No

Commander's Signalure: . Date:
M_,OJ b&@@w

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 1.2,
| Chapter 2.

ALY .

1. Is management actively involved in reviewing and
approving paperwork related to receiving and

Remarks:

(ONo | [N/A

X Yes

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
! for overall management and accountabiiity of
receiving and preparing collections?

' preparing collections?
[
!‘

X N/A Remarks: SEE REMARKS, PAGE 3

[JYes | [INo

3. Does the command have adequate separation of
duties for collections received?

Remarks: SEE REMARKS, PAGE 3

[IYes | [ONo | XN/A

4. Does the command have adequate separation of
[ duties for the cash receipt process?

Remarks: SEE REMARKS, PAGE 3

CJYes | [ONo | X NIA

Is access to the safe and/or vault appropriately
restricted?

Remarks: SEE REMARKS, PAGE 3

[JYes | [OJNo | XN/A

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

Remarks: SEE REMARKS, PAGE 3

X N/A

[JYes | [JNo

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

D Yes D No X N/A Remarks: SEE REMARKS, PAGE 3

8. Is the safe securely anchored to the building?

Remarks: SEE REMARKS, PAGE 3

[JYes | [JNo | X N/A

8. Are weekly transmittal reports-prepared in
accordance with departmental policy?

Remarks:

CIN/A

X Yes | [ No

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
following the week covered by the report?

Remarks:

X Yes LI N/A

[ No

-HP 680G (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSFECTION PROGRAM

Chapter4 .. .
Fiscal Controls

Page 20of 3

11

Does the command submit the following forms

with the weekly transmittal when applicable? XYes | [INo |[JN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate -
Advance Deposit.
(6) Civil subpoena.
12. Is @ memorandum for cash shortages prepared if
necessary? ‘ X Yes | [TNo |[JN/A | Remarks:
13. Does the command ensure the information writien on ‘
the counter receipt is complete and legible? X Yes | [INo |[JN/A | Remarks:
14. Was a counter receipt issued for each witness fee
’ deposit received? ‘ X Yes | [INo |[JN/A | Remarks:
| 15. Was a counter receipt issued for each movie,
F wide-load, and special event detail(s)? ' CdYes | [INo ’X N/A | Remarks:
16. Was each counter receipt issued for each sale,
| including the sale of discarded tires, junk batteries, [JYes | [ONo |X N/a | Remarks:
' used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
[lYes | [INo | X N/A | Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes | [INo |[JN/A | Remarks:
! 19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, | X Yes | [JNo |[]N/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes | [JNo |[]N/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | [JVYes | X No CIN/A E)i:’flz‘s}zeliﬁ’sz':n::t"; ::)O't
quarterly if under $10.00, and on June 30 of each pract,-c;', P B
fiscal year?
22. Is the CHP 264 properly authorized?
X Yes | [[INo | [JN/A | Remarks:
28. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and X Yes [ [[JNo |[JN/A | Remarks:
change funds?
24. Is there documentation to support periodic reviews of
petty cash and change funds performed by the X Yes | [[JNo |[]N/A | Remarks:
commander or designated person?
25. Are overages and shortages of the petty cash r
funds reported to Fiscal Management Section? X Yes | [JNo |[] NM Remarks:

HP 680G (Rev 09-08) OP! 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY pPATROL

INSPECT!ON PROGRAM
Chapter4 .
Fiscal Controls

J[ 26. Were change funds used o cash checks, money

orders or cashier/travelers checks? [IYes | [INo |XN/A | Remarks see REMARKS, PAGE 3
_ e CNSCKS? _LINo
[' 27. Are change funds over $100 and petty cash funds

, over $200 kept in a safe, vault, or money chest [IYes | [Jno
" adequate to safeguard cash?
28. Are all petty cash purchases under $507

X Yes (] No

Remarks: SEE REMARKS, PAGE 3

Remarks:

r_ 29. Is petty cash used to purchase prohibited items?

| [1Yes | X No
' 30. Did the commang circumvent the dollar limitation by

Remarks:

splitting the purchase? [JYes | X No Remarks:

| 31. Is a petty cash custodian designateq by the _

Commander? X Yes [ No [JN/A | Remarks:
REMARKS:

an Office Services Supervisor | (OSSI). A half-time Office Assistant (OA) position was not replaced
approximately 5 years ago when the employee moved out of the state. Our 05| is the sole person who
collects and processes all required forms and reports. The transmittals are prepared and then approved
Oy the Commander. Once a half or fyl| time office assistant position is assigned to the facility the issue
>f Separation of Duties will e eliminate

JPIF does not have g Change Fund nor does it sell items to the public such items as tires or unclaimegd
vidence jitems. An occasional Civjl Subpoena js received and a transmittal is completed.

0G (Rev 03-08) 0P| 019
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STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Chico Area Valley 4

COMMAND INSPECTION PROGRAM Inspected by: . Date:
Captain D. S. Gillingwater 12/3/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriale boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovaltive praciices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required

TYPE OF INSPECTION [] Corrective Action Plan Included
L =
[] Division Level Command Level [] Appeal Included
[] Executive Office Level ] Attachments/l\ncluded —
- Forward to: Com effs Sig 7N Date:
Follow-up Required: Vallev Division )j 12/03/2008
V4 ]
L Yes No Due Date: 12/31/2008

Chapter Inspection:
Inspector's Comments Regarding [nnovative Practices:

No innovative processes are implemented at the command. All processes are completed in a very
simplified manner.

[ Command Suggestions for Statewide Improvement:

None

[ Inspector's Findings:

No discrepancies were found.

CHP 880A (Rev. 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:
Chico Area Valley 4

Inspected by: Date:
Captain D. S. Gillingwater 12/03/2008

Commander's Response:

All inspected items were being processed according to departmental policy.

[ Inspector's Comments:

Same as above.

equired Action

Corrective Action Plan/Timeline

N/A

CHP 680A (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM AT Sivision: Chapier
EXCEPTIONS DOCUMENT Chico Area Valley 4

Inspected by: Date:
Page 3 Captain D. . Gilingwater 12/03/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

| Commander’s Basis for Appeal:

N/A
Iﬁppeal Review/Decision: (This shall be the only level of appeal). J
L ecldr's Signature: X Date:
J _ 12/03/2008
Responding Commanda('s Signature (forhp&e_ﬁj}: == Date:

CHP 6BOA (Rev. 09-08) OPI010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Corrand: Sesiom Nier

INSPECTION PROGRAM Chico Area | Valley 241-06-08

Chapter 4 Evaluated by: Date:

Fiscal Controls Captain D: S. Gillingwater 12/03/2008
Assisted by: Dale:

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,

the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION
] Division Level Command Level 9@
[] Office of Inspections [] Voluntary Self-Inspection
o - et

™ er's Sigriature? Date:

Follow-up Required:
\12/03/2008
2

[]Yes X No [7] Follow-Up Inspection

For applicable policies, refer to State Administrative C;/\‘ Q

Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.

Remarks: All paperwork is reviewed

1. Is management actively invoived in reviewing and
Yes D No D N/A and approved by the commander.

approving paperwork related to receiving and
preparing collections?

5 Does the command have Standard Operating R N
Procedures (SOP) to provide necessary guidelines XK vYes | [INo | CINA Tﬁg‘s‘gi;‘ms are included in the duty
for overall management and accountability of statements that are included in the
receiving and preparing collections? S.0.P.

3. Does the command have adequate separation of Remarks: There is adequate
duties for collections received? Yes | [ONo |[IN/A separation for a small command.

2 Does the command have adequate separation of Remarks: There is adequate
duties for the cash receipt process? X vYes | [INo | [JN/A separation for a small command.

5. |s access to the safe and/or vault appropriately E:\za;kssa:;her cgmra}r? dlc(aez noth

. orv : o]
restricted? [Jves | [ONo | BKINA | 200 weed. ckeo cas

6. Does a record exists which identifies who has access Remarks: No safe or vault.

to the safe and/or vault and when changes in access [JYes | CINo |[XIN/A

occur?
7 Was the lock combination changed when an excess Remarks: The cash box is locked by
number of employees were aware of the Clvyes | [ONo NJA | @ ke Only clerical has a key.

combination, transferred out of the Area, or no longer

requires access?

B Is the safe securely anchored to the building? Remarks: No safe or vault.

[Myes | [INo [ [XIN/A

9. Are weekly transmittal reports prepared in Remarks:

accordance with departmental policy? XK vyes | [1No | [IN/A

0. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | X Yes | [JNo [IN/A | Remarks:

following the week covered by the report?

CHP 680G (Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 20f3

11 Does the command submit the following forms )
with the weekly transmittal when applicable? ves | [INo | [IN/A Remarks: Yes in every case-.
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 38, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
72 |s a memorandum for cash shortages prepared if Remarks: Occurred once, over a year
NEESSSAil Yes | CINo | CINA | e e i amount,
13. Does the command ensure the information written on
the counter receipt is complete and legible? Yes | [ONo [[IN/A b
14 Was a counter receipt issued for each witness fee
deposit received? X Yes | [INo | [IN/A Remarks:
15 Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? K Yes | [ONo | [INA REmaiis.
16 Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, X Yes | [INo |LINA REMA:
used rotors, and other cash received?
17 Is sales tax added to items that are not for resale? Remarks: Yes, for publications.
‘ X Yes | [JNo |[1N/A
18, Are all counter receipts pre-numbered and issued in
numerical seguence? Yes | [JNo | []N/A Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on @ CHP 266A, X Yes | (INo | CIN/A Remarks:
Credit Memo - Non- Equipment?
50 Is the STD 439, Disbursement Voucher, properly Remarks: Yes, used for money
authorized and completed to support expenditure? X Yes | [INo | [IN/A DIASE:
51, Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | X Yes | ONo |LINA Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
72 |s the CHP 264 properly authorized?
Yes D No D N/A Remarks:
23 Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and X Yes | [INo |LIN/A ORI
change funds?
24, |s there documentation to support periodic reviews of
petty cash and change funds performed by the - X Yes | [ONo |[JNA Remarks:
commander or designated person?
25. Are overages and shortages of the petty cash Remarks: Have not had any.
funds reported to Fiscal Management Section? []Yes [ No N/A

CHP 6B0G (Rev. 03-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 30of3

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [JvYes | KINo | [IN/A Remarks:
57. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest X Yes | [INo |[IN/A Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507
Yes D No D N/A Remarks:
20. Is petty cash used to purchase prohibited items?
D Yes No D N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [] Yes No | [JN/A | Remarks:
31. Is a petty cash custodian designated by the Remarks: OSSI| Pam Miller
L commander? Yes | [ONo |[]N/A

CHP 680G (Rev. 09-08) OPI010
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STATE OF CALIFORNIA Command: Division: Chapter
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Auburn Valley 4

VII Inspected by: Date
COMMAND INSPECTION PROGRAM e ant Doug Milligan, #14884 5713/09

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Eorward to" enter the next level of command where the document
shall be routed to and is due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [C] Corrective Action Plan Included
[] Division Level X Command Level (] Appeal Included
[ Executive Office Level [C] Attachments Included
~ ——— Forward to: Comﬁfé)wgﬂa&gnature: Date:
Follow-up Required: Valley Division é/ g
) i) 2/18/09
OYes ENo Due Date: 12/31/08_ g"'/ |

Chapter Inspection:: o

Inspector's Comments Regarding Innovative Practices:

None.

[ Command Suggestions for Statewide Improvement. B

None.

[ Inspector’s Findings:

In response to a Comm-Net Message dated September 22, 2008, the Auburn Area conducted a
comiprehensive evaluation of the Command’s fiscal controls to ensure compliance with departmental

policy. No discrepancies were noted.

The following documents were completed as part of this inspection:

» Exceptions Document
« Fiscal Controls Inspection Document

CHP 6BDA (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMARND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:
Auburn
Inspected by:

Sergeant Doug Milligan, #14884

Division: Chapier:
Valley 3

Date:

2/13/09

Page 2

| 'Commander's Response: )

Inspector's Comments: ]

‘Required/Action: - “ii i

Corrective Action Plan/T imeline

N/A

CHP 680A (Rev 09-08) OP!010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: Division: Chapter:
Auburn Division )
Inspected by: Date:
Page 3 iergeant Doug Milligan, #14884 2/13/09

‘Appeal Process: (Appeals:shall be filed Within five:(5) business days of the completed chapterinspection). " -

Commander's Basis for Appeal.

N/A

| Appeal Review/Decision: (This shall be the only level of appeal). |

N/A

Date:

Inspector's Signature:
V). i) 2118109
Responging Commander’s Signature (for appeal): Date:

CHP 680A (Rev, 09-08) OP1010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL T Division: oo

INSPECTION PROGRAM B, (i Valley 220

Chapter 4 Evaluated by: Date:

Fiscal Cantrols Sgt. Milligan 2/13/2009
Assisted by: Date:
Shelley Daly ellsi20n9

Q@%"J e 10f3

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level ] Command Level

[[] Office of Inspections X Voluntary Self-Inspection

Lead Inspector’s Signature:

/My@

Follow-up Required:
[ ]Yes X No [ Follow-Up Inspection

Commander’s Sngnature

Date:

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

2///5/ 09

Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and X Yes | [ONo |[IN/A | Remarks:
preparing collections?
2. Does the command have Standard Operating - —~ - Remark
Procedures (SOP) to provide necessary guidelines Yes No N/A | hemarks: §
for overall management and accountability of I el S RES i nocet uTEs
receiving and preparing collections?
3. Does the command have adequate separation of
duties for collections received? X Yes | [INo | [CJN/A | Remarks:
4. Does the command have adequate separation of
duties for the cash receipt process? K Yes | [INo | [JN/A | Remarks:
5. Is access to the safe and/or vault appropriately
restricted? X Yes | [JNo |[]N/A | Remarks:
6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | X Yes | [ No | [] N/A | Remarks:
occur?
7. Was the lock combination changed when an excess - - R )
number of employees were aware of the Yes No | [X] N/A | Remarks: ) ,
combination, transferred out of the Area, or no longer §§yni§gee§_°°°“”ted for & re-assigned
requires access?
8. s the safe securely anchored to the building?
. ’ D Yes D No @ N/A Remarks:
9. Are weekly transmittal reports prepared in
accordance with departmental policy? X Yes | [INo | [JN/A | Remarks:
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | [ Yes | [JNo | []N/A | Remarks:

following the week covered by the report?

CHP 680G (Rev. 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page

20f3

11. Does the command submit the following forms

with the weekly transmittal when applicable? K Yes | [(JNo | [N/ | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
12. Is a memorandum for cash shortages prepared if
necessary? lz Yes D No D N/A Remarks: No shortages
13. Does the command ensure the information written on
the counter receipt is complete and legible? Yes | [[JNo |[]N/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? Yes | [JNo | [JN/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? [JYes | [[]No N/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, B Yes | [ONo |[JN/A | Remarks:
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
D Yes D No & N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? XIYes | [[INo |[]JN/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, Xl Yes | [JNo | [JN/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? Kl Yes | [INc [[]N/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | [XI Yes | [JNo | [] N/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. Is the CHP 264 properly authorized?
@ Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and X Yes | [JNo |[JN/A | Remarks:
- change funds?
24. 1s there documentation to support periodic reviews of
petty cash and change funds performed by the X Yes | [JNo |[JN/A | Remarks:
commander or designated person?
25. Are overages and shortages of the petty cash ]
funds reported to Fiscal Management Section? X Yes | [INo |[]N/a | Remarks:
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26.

Were change funds used to cash checks, money
orders or cashier/travelers checks?

[1Yes

X No

L1 N/A

Remarks:

27.

Are change funds over $100 and petty cash funds
over $200 kept.in a safe, vault, or money chest
adequate to safeguard cash?

X Yes

] No

LIN/A

Remarks:

28.

Are all petty cash purchases under $507?

X Yes

[ ]No

[ N/A

Remarks:

29.

Is petty cash used to purchase prohibited items?

[ Yes

X No

[ N/A

Remarks:

30.

Did the command circumvent the dollar limitation by
splitting the purchase?

] Yes

X No

CIN/A

Remarks:

31.

Is a petty cash custodian designated by the
commander?

Yes

[] No

[ N/A

Remarks:

CHP 680G (Rev. 09-08) OP1010
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STATE OF CALIFORNIA Command: BlNElon Chafioms &
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Amador (295) Valley 4
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Lieutenant B. Kynaston/#12996 | 12/03/2008
Page 1 of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[[] Division Level Command Level [] Appeal Included
[] Executive Office Level X Attachments Included — Inspection Check List

Follow-up Required: Forward Itc‘J:‘ Co 3 nder's Signature: Date:

Valley Division // .
= S
f __‘,._’___,_.—-———'—'_‘ - -
] Yes X No Bl Disite: : /'2/) 4y

Chapter Inspection: )

| Inspector's Comments Regarding Innovative Practices:

None.

[ Command Suggestions for Statewide Improvement:

None.

[ Inspector's Findings:
Introduction

In response to a Comm-Net Message, dated September 22, 2008, the Amador Area conducted a
comprehensive evaluation of the Command’s fiscal controls to ensure compliance with departmental
policy. ‘As part of the evaluation, the inspection team looked at all records and documentation relative to
the fiscal components of the Command, including duties, transmittals, petty cash, and counter receipts.
This team was comprised of Lt. B. Kynaston (#12996), Amador Area, and OSS | Jennifer Geraurd
(#A8329), Amador Area. The inspection team began the inspection on December 3, 2008, at 0900

hours, and completed the inspection on the same day.

The following documents were completed as part of this inspection:

e Exceptions Document
o Fiscal Controls Inspection Checklist

Prior Audits
The last prior audit of these processes was completed by Valley Division on April 24, 2000.
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" STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Amador (295) Valley 4
CONMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Lieutenant B. Kynaston/#12996 | 12/03/2008
Page 2 of 3

summary of Findings

There was only one discrepancy noted during the inspection. The following discrepancy, along with the
corresponding checklist item number, was noted:

« ltem2: The current Area Standard Operating Procedures (SOP) does not contain necessary
guidelines for the overall management and accountability of receiving and preparing collections.

The Area SOP is currently under revision.

All other documentation and processes appear to be in compliance with departmental policy and

procedures, as well as with legal statutes.

[ W VRO ~N 1
Commanders Res

The Amador Area Commander has already ensure
will contain necessary guidelines for the overall managemen

preparing collections.

|||||

E®]

d that the current on-going revision of the Area SOP
t and accountability of receiving and

N Aammante: ‘
1 i

cels that the aforementioned action by the Amador Area has addressed the identified

| Inspector's Com
The inspector f
discrepancy.

Required Action

| Corrective Action Plan/Timeline

None.

Appeal Process: '(Appea!s shall be filed within five (5) business:.days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

CHP 680A (Rev. 09-08) OP1 010



" STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:

Amador (295) Valley 4

Inspected by: Date:

Lieutenant B. Kynaston/#12996 | 12/03/2008
Page 3 of 3

!Tq_ppeal Review/Decision: (This shall be the only level of appeal).

N/A

P }
Lead Inspediors Signature: Date:

| {Z%;ﬂ:;__ﬂ_“ - 12/03/2008
Responding Commander's Signature (for appeal): Date:
N/A
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL o Sivision: T

INSPECTION PROGRAM Amador Valley 295

Chapter 4 Evaluated by: ' Date:
Lieutenant B. Kynaston/#12996 12/03/2008

Fiscal Controls

ssisted by: Date:
bSS | Jennifer Geraurd #A8329 | 12/03/2008

“es" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

INSTRUCTIONS: Answer individual iterns with
applicable legal statues, or deficiencies noted in

Lcad Inspector's Signature:

TYPE OF INSPECTION

[] Division Level X Command Level

] Office of Inspections ] Voluntary Self-inspection
Date:

Follow-up Required: Commanegr's Sjgnature: -
N7 Follow-Up | i e
Yes [ INo [ Follow-Up Inspection j/‘ Z /’Z’//é/ﬂg’/

For abplicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.

1. Is management actively involved in reviewing and
approving paperwork related to receiving and X Yes | [ONo |[LIN/A Remarks:
preparing collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines ] Yes No | [IN/A Reg"arksz. e ACrea SOP is currently
for overall management and accountability of :gsﬁﬁer?r\:as 'rZrL}sioﬁTJEm?tﬁ!'se
receiving and preparing collections? guidelines.

3. Does the command have adequate separation of
duties for collections received? X Yes | [ONo |[IN/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes | LINo CIN/A Remarks:

5. s access to the safe and/or vauit appropriately
restricted? : D Yes D No Iz N/A oRfar\n\?arl:?t: Area does not have a safe

6. Does arecord exists which identifies who has access
to the safe and/or vault and when changes in access [Jves | CINo | XIN/A ;Rf;”\?;ﬁ: Area does not have a safe

oceur?

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requireés access? :

8 |s the safe securely anchored to the building?

Remarks: Area does not have a safe
D Yes D No [E N/A or a vault.

Remarks: Area does not have a safe
D Yes D No & N/A or a vault. : )

9. Are weekly transmittal reports prepared in
accordance with departmental policy? ves | [ONo | LINA Remarks:

10. I's the weekly transmittal report(s) supmiited to Fiscal
Management Section (FMS) within five working days | X Yes | [ No LI N/A

following the week covered by the report?

Remarks:

CHP 680G (Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

—TT D

Page 20f3

Does the command submit the following forms

with the weekly transmittal when applicable? ves | [INo | [IN/A Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 38, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
{8) Civil subpoena.
12 |s a memorandum for cash shortages prepared if Remarks: This b .
S IS has never
necessary? M vYes | TINo | LINA | 0 e Area. er been an
13 Does the command ensure the information written on
the counter receipt is complete and legible? Yes | [INo |[JN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? Yes | [ONo | [JN/A | Remarks:
15 Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? Yes | [INo | [1N/A Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, X vYes | [INo |[NA Remarks:
used rotors, and other cash received?
77 |s sales tax added to items that are not for resale?
Yes D No D N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? K Yes | [INo |[INA Remarks:
19, Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, X Yes | [JNo N/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? Yes | [IJNo |[1N/A Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed.at least monthly if over $10.00, | X Yes | [ONo |LIN/A Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22 |s the CHP 264 properly authorized?
Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and XK Yes | [INo |LCINA IReaigss
change funds?
24. |s there documentation to support periodic reviews of
petty cash and change funds performed by the K Yes | CINo |[N/A | Remarks:
commander or designated person? i
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? XK vYes | [INo |[LINA E‘;&ai‘r‘]‘iggﬂégas never been an
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 3of3

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [] Yes No | [IN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest Yes | [ No |[IN/A Remerics:
adequate to safeguard cash?
28. Are all petty cash purchases under $507
i Yes [_—_I No ] NIA Remarks:
29. |s petty cash used to purchase prohibited items?
D Ves [E No D N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [JYes | X No [[INA REmarks:
31. Is a petty cash custodian designated by the o
commander? Yes | CINo | CIN/A E:;n tfe”éi: dggg\rlmlgg: t);\SeEIlP/zt/t\;3 2)1a1sh

Custodian for Area.

CHP 680G (Rev, 09-08) OPI 010
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STATE OF CALIFORNIA Command: Division: afutgt
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ISU VALLEY 4
COMMAND INSPECTION PROGRAM Inspected by: Date:

R. LINSON 12/19/2008

EXCEPTIONS DOCUMENT

INSTRUCTI& <. This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level X Attachments Included

—_——

Forward to: Commander's Signature: | Date:

Due Date: ¢ {:'zazlﬁz 2

Follow-up Required:

Yes [ ] No

Chapter:Inspection:

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

| Inspector’s Findings:

Introduction

Pursuant to HPM 22.1, Chapter 1, Valley Division Investigative Services Unit conducted a Chapter 4
inspection, Fiscal Controls. This inspection evaluated the units confidential informant safe and the
procedures controlling its access. The inspection was conducted utilizing the inspection checklist found

in HPM 22.1, Chapter 4, Annex A.

The following documents were completed as part of this inspection:

Exceptions Document
Fiscal Controls checklist
Confidential Informant Fund Audit Report

Prior Audits

There were no.prior audits on file relative to HPM 22.1; however, HPM 81.1, Vehicle Theft Control
Manual requires a monthly audit. The monthly audits are on file. The last audit memorandum is

attached.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter.
COMMAND INSPECTION PROGRAM ISU VALLEY 4
Inspected by: Date:
EXCEPTIONS DOCUMENT R. LINSON 12/19/2008
age 2
{
Findings

The State Administrative Manual requires the safe to be securely anchored to the building. The ISU
confidential informant fund safe was not secured to the building. In fact, the safe is on wheels.

| Commander's Response:

The I1SU safe will be securely anchored to the building.

[ Inspector's Comments:

Required Action

| Corrective Action Plan/Timeline

The current 1SU safe does not have pre-drilled holes to accommodate securing the safe to the building.
ISU has contacted Facilities Section to explore the options of drilling through the safe or to weld
brackets to the safe that could be bolted to the building wall. If these options are not feasible, 1ISU will

be required to purchase a new safe to comply with policy. : :

ISU will complete securing the safe to the facility by the end of January, 2009.

CHP 6B0A (Rev, 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:

Inspected by: Date:
Page 3 ‘

Appeal Process: (Appeals shall befiled within five (5) \business days of the completed chapter inspection).

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Lead Inspector's Signature: Date:
[asponding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter4
Fiscal Controls

Page 10f3
Command Division: Number;
ISU VALLEY
Evaluated by: Date:
R. LINSON 12/09/2008
Assisted by: Date:
K. CASHDOLLAR 12/09/2008

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next ievel of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

"] Division Level

[T] Office of Inspections

[X] Command Level

(] Voluntary Self-Inspection

Lead Inspector's Signature:

.

Follow-up Required:

[X Yes

[] Follow-Up Inspection

[ 1No

Commande‘T"Slgnature

Date:

/,//2/ /,9}

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and [OYes | [INo | X N/A | Remarks:
preparing collections?
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines [OvYes | [ONo | & N/A | Remarks:
for overall management and accountability of
receiving and preparing collections?
3. Does the command have adequate separation of
duties for collections received? [DYes | [ONo | [X N/A | Remarks:
4. Does the command have adequate separation of
duties for the cash receipt process? [JvYes | [INo N/A | Remarks:
5. Is access to the safe and/or vault appropriately
restricted? Yes | [ONo | [JN/A | Remarks:
6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access Yes | [INo | [JN/A | Remarks:
occur?
7. Was the lock combination changed when an excess
number of employees were aware of the M Yes | [INo |[JN/A | Remarks:
combination, transferred out of the Area, or no longer
reguires access”?
8. Is the safe securely anchored to the building?
[ Yes No | [JN/A | Remaks: ouf e s
9. Are weekly transmittal reports prepared in
accordance with departmental policy? [1Yes | [[JNo - N/A | Remarks:
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | [1Yes | [JNo | [X N/A | Remarks:
following the week covered by the report?

CHP 680G (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
11. Does the command submit the following forms
with the weekly transmittal when applicable? [Jves | [INo | X N/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty. '
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
12. Is a memorandum for cash shortages prepared if
necessary? [JYes | TINo | RAN/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? [JYes | [ONo | &KIN/A | Remarks:
14, Was a counter receipt issued for each witness fee
deposit received? [JYes | [ONo | [JN/A | Remarks:
15, Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? [IYes | [1No N/A,. || Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, - Clyes | [ONo | NA REMmaks]
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
D Yes D No N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? [(JYes | []No N/A [ Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, [JYes | [ONo | X NA | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? [vYes | [INo | RAN/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, [Jvyes | [ No N/a | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. |s the CHP 264 properly authorized?
D Yes D No [g N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and [JvYes | [ONo |[XIN/A | Remarks:
change funds?
24. |s there documentation to support periodic reviews of
petty cash and change funds performed by the OvYes | [ONo N/A || Remarks:
commander or designated person?
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? [OvYes | [INo | RN/A | Remarks:

CHP 680G (Rev 09-0B) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter4 - .
Fiscal Controls

Page
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26.

Were change funds used to cash checks, money
orders or cashier/travelers checks?

[ VYes

I No

% N/A

Remarks:

27.

Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cash?

[]Yes

I No

X] N/A

Remarks:

28.

Are all petty cash purchases under $50?

[]Yes

] No

[X] N/A

Remarks:

20.

Is petty cash used to purchase prohibited items?

(] Yes

1No

B N/A

Remarks:

30.

Did the command circumvent the dollar limitation by
splitting the purchase?

[ Yes

1 No

% N/A

Remarks:

31.

Is a petty cash custodian designated by the
commander?

] Yes

[INo

N/A

Remarks:

CHP 680G (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA ! Command: Dvision:  \J \J eharfr

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Valley Valley | 4

COMMAND INSPECTION PROGRAM specied 57 52
Linda Cortez, OSSI 3/20/09

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, 0r fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included

[] Division Level Command Level [ Appeal Included
[] Executive Office Level I Attachments Included

Date:

1/25 Jof

Commander’s Signature:

Forward to:

Follow-up Required:

[] Yes X No

Due Date:

‘Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:
None

| Command Suggestions for Statewide Improvement: |
None

[ Inspector’s Findings:

Pursuant to HPM 22.1, Chapter 1, Valley Division conducted a Chapter 4 inspection, Fiscal Controls.
The finding of this inspection is that Valley Division is compliant with the Departments policies and

procedures in this area.

The following document was completed as part of this inspection:

Exceptions document
Fiscal controls checklist

CHP 680A (Rev, 09-08) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter:
COMMAND INSPECTION PROGRAM el Ve iley

EXCEPTIONS DOCUMENT irRpaRins HE 7 Caie:
Page 2 ){Jf-tfh L8 0SS T Z/20/ 7

| Commander’'s Response:!

\ lnsgector’s Comments:

Required Action

Corrective Action Plan/Timeline

CHP 680A (Rev. 09-08) OP1010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapier:
COMMAND INSPECTION PROGRAM Vallel Vit L
EXCEPTIONS DOCUMENT Inspecied by: J Date:
Page 3 Jusde. Covitez L 0SS T 32029

Appeals:shall:be filed within five (5)-business days of the completed chapter inspection).:

Commander's Basis for Appeal:

prpeal Review/Decision: (This shall be the only level of appeal). J
Lead Inspegtor's Signalure: Date:
TN C,A—é: 3/20 / 09
Responding Commafy"s Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA  +
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Sormand: Division: Number:
INSPECTION PROGRAM Valley Valley 201
Chapter 4 Evaluated by: gglze{:moog

i Linda Corlez, OSSI /
Fiscal Controls Assisted by Date: J

INSTRUCTIONS: Answer individual items with
applicable legal statues, or deficiencies noted in

"wes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
the inspections shall be commented on via the “Remarks” section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,

the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead inspector’s Signature:
TYPE OF INSPECTION

[ Division Level X Command Level

[[] Office of inspections ] Voluntary Self-Inspection

A

Follow-up Reguired: OF | . Confander's SgTmtur Date:
[]Yes X No. ollow-Up Inspection
Y A ~ /25 /0f

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. |s management actively involved in reviewing and
approving paperwork related to receiving and [Oyes | [ONo |XINA Remarks:
preparing collections?
2 Does the command have Standard Operating
Remarks:

Procedures (SOP) to provide necessary guidelines Cves | CONo | XIN/A
for overall management and accountability of
receiving and preparing collections?

3. Does the command have adequate separation of

duties for collections received? CYes | [INo N/A | Remarks:
4. Does the command have adequate separation of

duties for the cash receipt process? [Oves | [INo | XIN/A Remarks:
5. |s access to the safe and/or vault appropriately

restricted? MNvYes | [ONo | KINA Remarks:

6. Does a record exists which identifies who has access )
to the safe and/or vault and when changes in access [JvYes | CINo | IXIN/A Remarks:

occur?

7 Was the lock combination changed when an excess
number of employees were aware of the [JYes | [ONo | XIN/A REmEE:

combination, transferred out of the Area, or no longer
requires access?

8. |s the safe securely anchored to the building?
D Yes D No & N/A Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental policy? X Yes | [INo |[IN/A Remarks:

10. s the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days X Yes | [INo |[INA Remarks:

| following the week covered by the report?

CHP 680G (Rev. 09-08} OP1010
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[ 11. Does the command submit the following forms. }
with the weekly transmittal when applicable? X Yes | [INo |[JN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 386, Evidence/Property Receipt/Repo-t
(Unciaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
12. ls a memorandum for cash shortages prepared if
necessary? K vYes | [ONo | [ N/A | Remarks:
13. Does the command ensure the information writen on ‘
the counter receipt is complete and legible? X Yes | [ONo | [JN/A | Remarks:
14. Was a counter receipt issued for each witness fee
deposit received? X Yes | [INo | [ N/A | Remarks:
15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes | [ONo | [JN/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, Yes | [ONo |[JN/A | Remarks:
used rotors, and other cash received?
17. Is sales tax added to items that are not for reszle?
[:‘ Yes D No E N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? Yes | [INo | [JN/A | Remarks:
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, K yYes | CINo | [JN/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? [JYes | [JNo N/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, Yes | [(ONo | [ N/A | Remarks:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. Is the CHP 264 properly authorized?
lg Yes D No D N/A Remarks:
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and K Yes | [(ONo |[JN/A | Remarks:
change funds?
24. |s there documentation to support periodic reviews of
petty cash and change funds performed by the . Yes | [ONo |[JN/A | Remarks:
commander of designated person?
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? K vYes | [ONo | [ N/A | Remarks:
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26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [l Yes No | [ N/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest X Yes | CINo |[LINA (E IRRS:
adequate to safeguard cash?
28. Are all petty cash purchases under $507
K ves | [INo | [IN/A Remarks:
29. |s petty cash used to purchase prohibited items?
D Yes No D N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [JvYes | K No | CIN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? Yes | [INo | I N/A | Remarks:
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